NATIONAL. 
SGEpPTicnists at 
Bbegquarters, 


mend, N.Y. 
Wien has bean 


tia of recep- 
a the member 


Nations and 
Mauege of any 
nee 


., nt ae 
a * bs Ss 4 q - 4 mr e aa we ‘ ° > Bares i 2 3 4 iy * a at 
ie Lanai = F : as 
ges e Manager — .. yes : be e : i) @ 
, tS ee : Gee a. ih en Be ro) 
an i - : he | ee a eee me ioe é 
ee ke - py ee eet ar. IT oes Fee 
a 4 dl 
2 he ee a/ ‘ : i § ; 
a 5 : * 
ae ae ; ‘if 
ay : : a : vy a sat st P oceans a ee —— ‘ a 
ee ‘ id ' . be * ee ee 4 5) Cee 5) eee ot a cn 
4 ‘ Ml i ie S| Ps 7 ; te iy bs a 
“2 i? 7 4 a | 4 a in : ee F 
ee ; - s + “ =* j = Pe. ae ; , : 
a — = : |e - “3 2 Si ee — —,- de 
ie a : - " cee & { . , ." aor fa 4 aa ef ; >. ae E 
oa ‘ i ’ ; om — . oe & : * = —_ "Es a“? 3 a 
ee ao 4 . a oe be pu ~at is vag van 5 \ 7 
ae 3 é a * 4 a " a a el 4 << 
a = , La. <a os 4 & ® a * > of | ; 
es, 4 & : Ss ee Ce is ae a j ae o “. ce } : 
se Ss oe ae 73 J 9 / “a & soa 7 oe che ‘ . d i 
ie viae > oe " ? Ca ae hii 7 : - : ; ie ty 
i A; A - 4 .? ie Ae. ee) =* Cs ba 
L Pe. = >) iS ‘9 a : « a } ae 
ie a oe. y : - : ‘% ey Be es aes * " — 
i Ry: “i een * iy : j ; * at EE JR Be Ses . 4 ae f 
| ae ae = ..e “ “eB. iv 3 . — Fe: ee Oe * Be hee ; 
Pa a a.’ ig A aa * ’ 7 -. a ad Sie ae n ee Es a 
#F, ot . le [ard ree — ee ie Cae : . — - 
oy as ‘ er % j b — -@ : ek ae oe eee p ak aN a 
2 oe | _ wae | Me % om ee 4 : 
a 4 a eas wo _— a Co ae ‘ — A ' 
4 ; a ; Fa 4.) Tee. Fla ¥ ao a ee ’ = 
af; i ' 7, Se f ee ss " aU ’ - 
Beree. a.” ‘ ay = ™ ie . 2 at : oe s adie: -: 
i tu) or , 4% : eae : : ‘ ‘ i % TT Se er 
z: yati¢ hal 5 DA DI Tor AAD, ; Sit eo ee a ee eee 
~ : & : 4  - — . 5 a, {tae fk eh ks 5 a 2 
i ee Bic é £ bere Ag es Pe eee eee j ; * ws > | he no \ nd 3 ¥ “a JA RICNL s ‘a < : 
‘ aa te . we FT A oo. \\\9) oa ar 4 
“i ee —— el a. ee £ " ‘ : ae ee ° ‘. ae eS : 
i ° ieee aaa ———as a i i eS : > = : “ieee Meet is 
“— : —— ‘x a —_— - os " 
4 a" oe ~s S : 3 = ' —_ ; 
: ~~ i . i : Oa ae = 
: at Te am i ‘ a a oe: . 
; P - a. a * Sy a =< % 
c ‘ Ww ‘(ee \ ¥ . & 
: . roe ‘ . Me a | ve 
5 oo “a : . ee  — ; aut ek 
on 2 % - ay * ee eee i : 5 
a) al as ; : Pe ag : ee ea 
is CS aa oreereas - a \ , : ’ oo SS i = Waa ee ae 
; Ss -_ a y aa eo es eg = d - 
q . . a r . ns a qos, AR: =e i ; 
a ey - ~ : ox. « jf , i 
.. i a: 3 , ‘ ; er —— eC 
ae } a fi * 4 * - ey Mee aay fe ‘ 
aa + . - + . 4 , “hale ee. ts Se geen: 5 
ae eo Nee . . a ie oe ee . 
7. i “J P —— > = fee ee 
ek, ee q j “ -“ i : : Ais meg se ae ‘ * 
ee ai : a” “ 4 — a vA iia ee ae . ‘ 
Wg “3 2 Ei ys mle vy teas " : 
a” + 4 cad 4 . a _ eae a Pe = 
indo es j a ee wr eae 3 
~ oe 4 * ; —— ae ee en F 
_ == 4 “ » Bi P/ a a 4 | a ; 
a eae 4 ' A oS . z 
aa ae « ~~ Sees: eg een ce Ap 
o pais ‘ | gees Mr ¢)g eee i ae - ‘ 
Aho ~ iiaihe - +. ; " Se 
. ? i 4 
ae: » fi r. 2 . i= 
incs Pee a a Y r, 
x 7 ” ~~ ' _ 
! eis . a . ‘ a 
ro 
ch | : 
eae 44 : ie 
b thy : * * a 
ef wi 4 : y * a 
[— — a . 
a a. =: — : ae ee oe oS : coe ae eee ee oa 
= Ree. ae a ee . ee eS | oe i ae Sl oe, a i ae ee * i 
cla pooner 2 ‘4 Ee a Smee, Ags r & ~ 2) SS Soe oe a Ee eae od oe ao . Pea > Ic Et 
age iB yarn an a : i silane sae i 2 Se omen eres uae ee ae : tee. Bates: 
- 2 q  — i. (foe oe a. ee 7 er ar a 
i eae 5 i an ey as a 7 a. coe gee ee : ee 5 
ler ee a : aa cet ge ft ei ae a one eae a ae (fe a 
= tp & a a a ihe s argial ee ; , ae a as ie aes, = 
eo ee a ie a a: ose. rr = ee P . ee Pe ah i. : 
ee ce ; : ce 2: a oe =| eis 4 ee oe i. See Ca : Cs a : oe é 
4 abe Ds 22 io ee ae aS alge oa ge eee ame es es . oe tae 
aa fa Spied ca ne: Be eee 7 3 7 ee eer! eee ee eR oe 5 is Pe 


NOT SU57 ONE 
-+++ ORTWO 


wr 


1 TRIM LINES 


2 LONG LIFE 


ALSO 2, 3, 
5-DRAWER Si 
We also manuf 
a complete line of 
storage and war 
cabinets. Write today 
full information. 


3 ECONOMY 


All-Steel Equipment Files 


They’re backed by more than 35 years of broad . A-S-E Steel Products for Many Uses 


engineering experience! They’re preferred the country STEEL OFFICE FURNITURE + ELECTRICAL OUTLET AND $ 

over! It'll pay you, too, to check today on A-S-E Files BOXES + INDUSTRIAL EQUIPMENT FOR FASTER MATER 
.-.the better line that assures lasting satisfaction. HANDLING + FROZ-N-FOOD LOCKERS + CLOTHING LOCK 
Write today for complete information. + WARDROBE, STORAGE, AND COMBINATION CABINETS 


Extra strong! I Sturdy 6-post ue plate aoe stag Drawer ronts are flanged Lasting, chi perro fai 
Srame, rigid cross-bracing, Tong each drawer shelf. back and welded to bottom Hardware, bean 
JSull-opening drawers. —providing extra strength! 


—_ Aya 


Rigid frame construction! signed of genuine ay 


ALL-STEEL EQUIPMENT, ING 


300 CLEVELAND AVENUE, AURORA, ILLINOIS 
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BRUSH MAGNETIC RECORDING DOES IT! 


Amazing new professional 
Mlat-ro-loiee wweans low-cost 


dictating for everyone! 


Now . . . dictating for all . . . doctor, lawyer, merchant 

or chief: Here’s a low-cost dictating instrument you can carry 

with you . . . use at home if you wish. Each MAIL-A-VOICE 

is a complete dictating and transcribing unit. MAIL-A-VOICE 
records fold and mail for a 3 cent stamp! They can be 
“erased” . . . used over and over! All MAIL-A-VOICE 

records play back on any other MAIL-A-VOICE—any model. 
For convenient plug-in, a foot pedal is included in professional 
models. The MAIL-A-VOICE is lightweight, compact, 

portable, equipped with handy microphone receiver. 

A product of the prewar and postwar leader in the field of 
magnetic recording . . . The Brush Development Company 

... producers of the SOUNDMIRROR “Magnetic Ribbon” 
Home Recorder for America’s homes and magnetic wire 
recorders for America’s transportation lines and radio stations. 
Write today for free bulletin and demonstration at no obligation! 


Mat Votive suty!97. 90. 


Model BK-503 


See and hear the amasing MAIL-A-VOICE en \ i 
« . « Fill out this coupon and mail it TODAY for v i 
a free bulletin on MAIL-A-VOICE and for a dem- \ Nome i] 


onstration at no obligation! 


| 


Srach FIRST IN MAGNETIC RECORDING neil o., Dept 
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Snugs up to a desk{ 
step-saving and smart appearan 
1474” wide, 3014” high, 281," de 

Letter-size illustrat 
For legal size, specify 842 


Slips under a window or in any 
other tight space. 14%” wide, 
42” high, 2844” deep. 
Letter-size illustrated. 


For legal size, specify 8A 33. 


4 
pri 
my 
p 
Permits maps, charts, etc., ; 
to be hung over it, yet be easily usable. 
14%” wide, 51%” high, 2842” deep. 
Letter-size illustrated. 
For legal size, specify 8A 43. 
P 
@ 
The perfect size for a are desired, add the 
library or typical file room; all letter “L” to style numbers. 
drawers within reach. 14%” wide, 
58772” high, 2842” deep. -_ 
Letter-size illustrated. \ 
For legal size, specify 8A 53. CORRY-JAMESTOW . 
MANUFACTURING CORP. : 


See Age 


CORRY « PENNSYLVANIA 


.___ ne 
OFFICE MANAGEMENT AND EQUIPMENT—featuring office purchasin i i y 
heli T AND E MEN é : g, equipment, methods and personnel is published monthly by Andrew 
- . A New York, N. Y. Business, Editorial, Circulation and Production Department, 260 Fifth pg New York. Entered as second class matter 6 
§ p pee. 1946, at the P.O. N. Y., under the Act of March 3, 1879. Volume 8, No. 7, July, 1947. Subscription $2.00 per year in United Sule 

and Possessions, Mexico and Cuba; $3.00 all other countries. Printed in United States. 5 ( 
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go-lucky systems of pre-war days, when skilled office help 


I940 was 20 years ago ! 


In office methods, we mean. Busy war plants just couldn’t be bothered with the happy- 


was abundant and costs were low. 


a desk { 

ppearang So methods advanced twenty years almost overnight—card records were 

Bc ’ put on wheels . . . locked-in ledger sheets were slipped into V-line slots instead . . . 
Ulustrates isi in : : . . ope ° 
aa ? yp metghegfeconr dog-eared inactive records were filed in sleek steel containers stacked ceiling-high . . . 


for wide range of record sizes. 


no less acute than those of the busy war 


ide automatic working 


tempressors... keep ledgers 


can show you ways and means to meet 


TADEK...Vertical Visible [> fam) » 
Files with 3-way visible mar- . 
Pes give facts at a glance. —<- 1e () 
i oe oe oe oa oe on oe oe i 


Canton 2, Ohio 


FLOFILM .... A self-contained micro- 
film process. Micro-film can be 
finished one bour after exposure. 


CARDINEER... Rotary Card File 
speeds reference and posting... 
Maimiains control at minimum cost. 


OFFICE MANAGEMENT AND EQUIPMENT 


permanent records were microfilmed and valuable storage space released. All over 


the office, even out in the plant, record keeping was shifted into high gear! 


Today's problems of personnel, of floor space, and of prolific record-keeping are 


years just passed. 


Peacetime industry cannot return to a pre-war office overhead schedule. 


|. Posting trays With so many Diebold modern aids to office efficiency available right now, there is 
"VY" throughout. Eliminate no longer a need to battle growing office overhead costs with outmoded weapons. 
je order . . . stuff easily. Your Diebold Man can quickly bring you important news about fitting the 


right equipment to the job—rotary, vertical, visible files or microfilm— 


your current office problems. 


There are Diebold Branches or dealers in all principal cities. 


MICROFILM @ ROTARY, VERTICAL AND 
VISIBLE FILING EQUIPMENT «© SAFES, 
CHESTS AND VAULT DOORS « BANK 
VAULT EQUIPMENT ¢ BURGLAR ALARMS 
© HOLLOW METAL DOORS AND TRIM 
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An all purpose duplicating machine 
that eliminates the need for skill and 
care in feeding copies! Model 
shown is the ONLY flat-bed duplica- 
tor with automatic paper feed. It 
is available in a wide variety of sizes. 


Duplicator—ldeal for 
restaurants and smaller 
businesses. Copies anything hand- 
written, drawn or typewritten in 
single or multiple colors. Comes 
equipped with paper feeder, stripper, 
margin bar, 7 ft. gelatin film, sponge 
and rubberized cover. Has 834" x 
14" copying surface. 


Presto 
schools, 


Better copies—faster and cheaper—are yours when your operators 
use Autocopy-Beck duplicating machines and supplies. 


e 


Autocopy-Beck 


products have long been first choice of many of the nations largest com- 


panies. 


For speed and accuracy it's the new 
Speedograph Rotary. Where efficiency 
is required in reproduction up to 100 
copies the Speedograph Rotary has no 


equal. 


Now available for immediate 


delivery in hand and automatic feed. 


AUTOCOPY Cleansing Cream re- 


AUTOCOPY Gelatin Rolls consist- 
ently produce clean, bright and per- 
fect copies because they are scienti- 
fically compounded to insure longest 
efficient use under varying climatic 
conditions. They are available for 
all makes of duplicators. 


moves in 30 seconds mimeograph and 
other ink stains acquired on hands in 
hours of work! Leaves skin soft and 
smooth and does not mar nail polish. 


Write for literature and prices. 


462 W. SUPERIORS 
“CHICAGO 10, ILLINOI 
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THE GREATEST INVENTION 
TO AID 
OFFICE EFFICIENCY 


PLUS ECONOMY of TIME 
IN 40 YEARS 


and COST 


TO 
HANDS use 18 
DO -_ 
wt SAVE 
TOUCH 
CARBON e 
COATING 
ALIGN 
AT ANY 2 
WITH THE 
TIME 1 
SAVES YOUR VALUABLE TIME TIMES 
DOUBLES THE LIFE OF YOUR CARBON 
KBE LOX, Citscn varse USED 
POSITIVELY NECESSARY 1 N 
AN Y OFFICE W HERE CARBON 
PAPER is US E D 


WRITE or PHONE to any of the following offices for demonstration 
MANUFACTURING 


KEE LO COMPANY 


Rochester 1, N. Y., U. S. A. 


DOMESTIC BRANCHES: Atlanta, Baltimore, Birmingham, 
Boston, Chicago, Cincinnati, Cleveland, Dallas, Denver, 
Detroit, Houston, Indianapolis, Jacksonville, Kansas City, 
Los Angeles, Louisville, Memphis, Milwaukee, Minneapolis, 
New Orleans, New York, Omaha, Philadelphia, Pittsburgh, 
Portland (Oregon), Rochester (N. Y.), St. Louis, Salt Lake 
City, San Francisco, Seattle, Toledo, Tulsa. 


FOREIGN BRANCHES: Buenos Aires, Cordoba; Rosario, 
Tucuman, Argentine; Adelaide, Brisbane, Melbourne, Perth, 
Sydney, Australia; Havana, Cuba. Carbon Paper Supply Co., 
London, Birmingham, Edinburgh, Glasgow, Manchester, New- 
castle, Leeds, Leicester, Liverpool, England; and Belfast, 
Ireland. Export Dept., Rochester I, N. Y., U. S. A. Cable 
Address: "Keelox Rochesterny." . 
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A dignified, impressive atmosphere is an 
important factor in the administration of business affairs. 
To such an atmosphere color harmonized “Y and E” 


Style-Master Steel Office Suites contribute a restful 


dignity that complements the keenest executive talent. 
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VAWMAN AND ERBE MFG. CO., 1045 JAY ST., ROCHESTER 3, N.Y. 
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INTRODUCING 


The Champ.—The New ALUMINUM DESK TRAY Precision Made by Expert Cratts- 
men. 


Streamlined, smooth as velvet and exceptionally strong, this new tray is a real 
champion. All plastic, wood, steel and other types of desk trays suffer by com- 
parison when matched with this lightweight beauty. Its graceful lines and rich 
baked enamel finish will add to the appearance of your desk or table. Select 
the finish that harmonizes with your office furniture; then place your order today. 
You will say it was the best and smartest purchase you ever made. 


THE CHAMP 


TWO OPENINGS FOR 
USE ON SINGLE OR 
DOUBLE DESK 


2%.” DEPTH AFFORDS 
MAXIMUM CAPACITY 


‘DISTINCTIVE ¥,” RADIUS 
STREAMLINED CORNERS 


SATIN SMOOTH 
CORNERS FOR 
GUARANTEED SAFETY 


CUT OUT TO GIVE 
EASY ACCESS AND AVOID 
FUMBLING FOR PAPERS 


EXCLUSIVE DOME FEATURE 
PREVENTS SCRATCHING 
DESK OR TABLE 


STURDY ALUMINUM POSTS 2 
FOR STACKING INTO IVE FINISHES 
TIERS MAHOGANY —WALNUT-— GREEN 
GRAY-SATIN FINISHED ALUMINUM 
In Letter and Legal Size 

See your stationer first. If he This new aluminum desk tray 
. i 14 oz. but you can 

cannot su ou, send us his weighs only : 
, el build them up as high as you 
name with your order. wish. The strength of the tray 


will amaze you. 


NU-CRAFT PRODUCTS CO. 
95 ATLANTIC AVE.. BROOKLYN 2, N. Y. 
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TO MAKE A GOOD IMPRESSION 


Old Town 


RIBBONS * CARBONS + DUPLICATING SUPPLIES 


HEKTOGRAPH AND SPIRIT 


Ne ewe oe oe 


HEKTOGRAPH AND SPIRI 


CARBON PAPERS 


DUPLIFORMS 
(Printed Master Units) 


CARBON PAPER 
RIBBONS 


CARBON ROLLS 


STENCIL 
DUPLICATING INKS 


DUPLICATING FLUID 


HAND CLEANSING 
CREAM 


DUPLICATING SUPPLIES 


TYPEWRITER AND 
PENCIL CARBONS 


AND RELATED ITEMS 


i 
i 


Ul Town 


— RIBBON & CARBON CO. Inc. 
aly, 1947 } Foremost makers of Ribbons and Carbons for Every Use 
750 PACIFI TREET, BROOKLYN 1 
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THIS COMBINATION HAS WON 


SOLD BY DEALERS EXCLUSIVELY 


pot te 


Stapling Macy For Dunse and Purpose en 


ACE FASTENER CORPORATION © 3415-NORTH ASHLAND AVENUE + CHICAGO 
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means Improved 
Productivity 


OUR secretary sits in a chair nearly 2,000 
hours a year. Isnt it good sense and good 
business to make sure that her chair is comfortable, 
to reduce fatigue and improve her productivity? 


Look at this Goodform Aluminum Chair No. 
2123. Five adjustments permit it to be fitted to any 
individual, and thus provide good seated posture 
and practical working comfort. It is specifically 
designed for use by secretaries, stenographers, typ- 


ists and machine operators. 


Goodform Aluminum Chairs have welded joints. 
They will not split, splinter, or develop rough 


GOODFORM edges to tear hosiery and clothing. Foam rubber 
° cushioning over a shaped seat and back bring a 
Adjustable new sense of seated comfort. The sparkling anodic 


ALUMINUM CHAIRS finish of natural aluminum retains its new appear- 


ance throughout the years. There is no paint to 


=Gas— scratch, mar or chip. 


No. 2123 is the finest stenographic chair on the 


Chair shown is Goodform No. 2123 


A product of THE GENERAL market. It will last a business lifetime. It is an invest- 
FIREPROOFING COMPANY ment in good office seating. Greater working com- 
423 East Dennick Ave. fort with Goodform means improved productivity. 


YOUNGSTOWN 1, OHIO 


GOODFORM ALUMINUM CHAIRS « METAL DESKS © METAL FILING CABINETS « STEEL SHELVING « STEEL STORAGE CABINETS 
daly, 1947 OFFICE MANAGEMENT AND EQUIPMENT 13. 
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Zippered Ring Binder 


This is the line which has won for Feldco its reputa- 
tion and leadership. Available in either black or 
brown beaver-grain imitation leather with booster 
metal and end sheets. Immediate delivery. 


PACKED 36 PER CARTON 


New Canvas Binder 
aS The new sensation in the canvas binder field, featur- 


ing beauty, utility and individuality. Calf-grain Vinyl- 
Tex back, gold stamped with school or company name 


LINE in lots of 96 or more. Available in either blue or 
+ green with booster metal and end sheets. 


PACKED 48 PER CARTON 


Standard Blue Slate 
a Canvas 


wy E Sales-proved the Nation over. Bound in extra heavy 
Li board for greater value to consumer. All sizes. 


PACKED 48 PER CARTON 


Levant Grain Ring 


Black Levant grain leatherette on 
extra heavy board. A real value Bi. d. 
in its price class. All sizes. in er 
LIN t PACKED 48 PER CARTON 
v 


Also Post Binders, Newspaper Files and Looseleaf Specialties of all 
types. Order from Your Jobber or Write direct today. 


FELDCE Loompey OEP. | See: wine 
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DONT GUESS— DONT GAMBLE/ 


You don't have to resort to crystal gazing to see each basic need. There will be no guesswork 
how the M & V ANALYST can help you in three about it, for his suggestions will be based on’ 
important ways: |—Better Letters; 2—Clearer solid facts not theory. 


ee Snee. The chances are 10 to | in your favor that the 


— Your local M & V ANALYST will study your type- M & V ANALYST can do a real job for you, and 
writing equipment, carbon paper and ribbons, save you money too. Write us today for the 
then make recommendations that will indicate name of the M & V ANALYST nearest you. 
the "right" ribbon and the "right" carbon for There is no obligation on your part. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 188I 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
daly, 1947 OFFICE MANAGEMENT AND EQUIPMENT 15 
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RETAIL PRICE RISES SINCE 1939 | 


———— Se Be. a > Ses 


5 tate 
se 


7h SPL 


1939 PRICES 


e 
®R , ‘ PORTABLE TYPEWRITER DIVISION 
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= TYPEWRITERS—PORTABLE DIVISION 160: 


ee / DELUXE MODEL 5 \ 150: 


a ed 1940—54.50* 
a 1947—74.50 


NOISELEss MopEL 7 !49 


1939—78.50 
1947—96.50 


*This model first 
manufactured in 1940 


uly, 1947 


EQUAL 100 


seetoa te uw ome Reeling Rand 


THE FIRST NAME IN TYPEWRITERS 
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DUPLICATING * 


Le) 
Use \" embo?Y i + € anc 
Codo Duplicating Fluid Brilian ym Perrorm 
and Thad 7 
Hand Cleansing Cream \ Ma* este nan 
for superior results. girs! 


~—Codo- MANUFACTURING CORP. 


529 South Franklin St, Chicago 7 = =————Ss270 Lafayette St., New York 12 
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ANNOUNCING A NEW DEVELOPMENT! 
THE 
FINEST 
FILE 
EVER 
MADE 


faa |) 


lil 


~~ 
~ 


COLE “AIR FLO” 


ey only hardened steel 
precision bearings used 


ty 

25 The only cabinet having 
ce Air Flo drawers... 

be The only cabinet having 
F\RST 


a suspension cradle within 
a suspension cradle... 


or hanging folder. 


COLE STEREL EQUIPMENT COMPAN 


285 Madison Avenue 4 .New York 17, N.- 


* For use with standard vertical folders No. 1000. Desk height, letter size, 26%" deep. 
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With single swinging 
side shelf. 


No. 855 
LETTER SIZE 


$46.95 


No. 859 
LEGAL SIZE 


$54.20 


Made of heavy gauge furniture sted 
Equipped with spring compressor, ball 
bearing rollers and four swivel casters, 
Bright smooth cadmium finished hardware. 
Crinkle olive green or Cole gray finish. 


TAKES ALL TYPES OF FOLDERS: 
: Hanging folders, standard folders, eyeleted guides 
No. 854 > , 
LETTER SIZE 


$42.70 


No. 858 
LEGAL SIZE 


$49.95 
SPECIFICATIONS 


(FOR ALL MODELS ON THIS PAGE) 


LETTER SIZE 


Upper section 
File drawer 
Utility drawer 
Overall height 


LEGAL SIZE 


Upper section 
File drawer 
Utility drawer 
Overall height 
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B INCREASE OFFICE AND INDUSTRIAL EFFICIENCY 


CREDIT DEP’T......... for Open Orders 
SALES DEP’T........ . for Quotations 
BK’P’G DEP'’T......... for Unpaid Bills 
ORDER DEP’T........... . for Orders 
PURCHASING ........ for Open Orders / 


EXEC. OFFICES ....... 
PURCHASING DEP'’T.. 


DESK 
HEIGHT 


LETTER 
SIZE 


No. 


2654—Letter Size, 24” deep, Desk Height... $24.50 
2754—Letter Size, 16” deep, Desk Height... 912.95 
Prices do not include Indexes. 


NOTE: When ordering file for swinging folders, add letter ‘‘R" to stock number. y 
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COLE-CHROME TUBULAR FURNI 


A new profitable item 


chair for STATIONERS 7% 


place a few around your store ... 
af they'll more than pay for themselves 
in added sales... 


thousand uses 


: OFFICES 
SHOW- ROOMS 
RECEPTION ROOMS 

CONFERENCE ROOMS 

EXECUTIVE ROOMS 


REST ROOMS 

PROFESSIONAL OFFICES 

LOBBIES 

SUN PORCHES : 
TERRACES | Oe 
LIBRARIES Or ay 2nd plating: 


for greater protec 
3rd plating: Gh 


for surface hard 


Note these important Features: 


e@ Designed for deep-seated comfort and correct posture 
s Triple-plated“chrome finish for extra serviceability 

@ Furniture grade steel tubing electrically welded thruout @ No-Sag spring seat construction 

@ Vinyl plastic coated simulated leather that won't scuff or scratch, resists stain, repels water, washable, wipes clean east 

@ Choice of blue, red, brown, or green @ Size: 31” high, 21” wide, 22” deep; gross weight 22 Ibs. 


COLE STEERS oe MENT COMPANY 
aS Maayen ae id ss 7" —s Vv. 
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4 é w : READY FOR DISTRIBUTION SOON... 


The: Best Performing Desk Pen Set in Years! 


Soon . . .we’ll be able to show you a revelation in writing...the new 
Esterbrook Elevator Desk Pen Set. This is the set that Esterbrook 
has been developing for years! Watch for the announcement in 
next month’s issue of this magazine. The Esterbrook Pen Company, 
Camden, New Jersey. In Canada: The Brown Brothers, Ltd., Toronto. 


Gsterbrook 
FL.EVATOR 


LIFTS THE INK UP/ 
DESK PEN SET 


WITH THE RIGHT POINT FOR THE WAY YOU WRITE 
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SECTIONAL POST Bi 


ENDLOCK—STYLE CMJ. bindiy 
Extra Heavy Blue State Canvas, te! 
Leather Corners; black Duco ae 
parts; piano hinge; end com ¢ 
highly nickel plated steel. 


4 Federbush Winners! 


From the smallest pocket memo to your master 
ledger, Federbush products have the 


SECTIONAL POST BINDER 


TOPLOCK—STYLE FRB. Binding: 
Full Black Imitation Leather, blind 
tooled; seasoned, heavy binder 
board with rounded corners; end 
caps of high nickel plated steel. 


qualities of champions . . . finest materials 
.-. careful workmanship .. . attention 
to utility. Immediately available 


from stock. Packed 2 to a box. 


SECTIONAL POST BINDER 


TOPLOCK—STYLE FR. Binding: 
Fine Grade Blue Slate Canvas, Red 
leather Corners; medium weight 


binder board with rounded corners; When It Comes to 

end caps of highly nickel plated 

steel. Binders — Come 
SECTIONAL POST BINDER to Binder Headquarter 
KNOBLOCK—STYLE PEM. Bind- 
ing: Full Black Levant Grain Imita- snot Write for 
tion Leather; stainless steel metal ~ 
tims; metal parts black Japanned; Our Complete 


nickel plated steel. . Catalog. 


piano hinge; end caps of highly | 
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July, 1947 


Here’s a chair that can “take it”. Rocked back 
and dropped forward 414" mechanically 100,000 
times with a 200 lb. weight on its seat, the chair 
stayed tight and unchanged dimensionally. Made 
of high yield strength extruded aluminum alloy, 
this Wear-Ever Aluminum Chair levels itself on 
uneven floors. 


WEAR-ABILITY — The silvery Alumilite finish 
won’t corrode, chip, crack, peel or show finger 
marks. Heat, cold, dryness or dampness do not 
affect it. No splinters to snag nylons. The tough, 
washable upholstery fabric won’t fade. 


BEAUTIFUL anywhere it’s used. Ornamented with 
black plastic finials and equipped with non-mar- 
ring leg glides. Available in rich upholstery colors: 


Red, Green, Blue, Ivory, Dark Green and Dark 
Brown. 


COMFORTABLE— Has large shaped seat and back, 
posture-correct design. Test its comfort—try one 
of these chairs. 

ASK YOUR SUPPLY HOUSE to show you this 
economical Wear-Ever Aluminum Chair. Or, mail 
the coupon to The Aluminum Cooking Utensil 
Company, 2307 Wear-Ever Building, New Ken- 
sington, Pennsylvania. 


WEAR°EVER 


0 0 
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We would like to see the new Wear-Ever Aluminum Chair: 
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CARBON PAPERS 


MANIFOLD SUPPLIES CO, 188 3rd Ave, Brooklyn. 17, N. % 


HECTOGRAPH UNI-MASTERS INKED RIBBONS | 


short cul 


A. the Panama Canal saves 


shipping mileage, so does 
this princely line save 
dollars ... and time... 
tempers! Traditional 
preference of those canny 
typists and purchasers 


RESULTS... 


rendering the utmost in 
‘Quality that Wears’’ 


PANAMA-BEAVER 
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LEGAL SIZE 


LETTER SIZE 
16 in. Deep 


(WITHOUT INDEXES) 


3000 L illustrated 
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DESCRIPTION WIDTH HEIGHT DEPTH | SHIPPING WT 


nw | oS ae 143; in, | 30g in. | lin. | 53 Ibs. 


| LETTER FILE DRAWER 


| Faduna 3002 | | cursoaro 14,1 in. | 30'/in. | 16in. | 50 Ibs. 


| BASE—COMPLETE UNIT 


2 LETTER FILE DRAWERS 


| Factera 3001 L | EACH EouiPren with tock | 14,7, in. | 30/2 in. | 16in. | 54 Ibs. 


| BASE—COMPLETE UNIT 


| LETTER FILE DRAWER with lock 


‘\Futana 30021 | | Curoaro with Lock 141;in. | 30 in. | 16in. | 51 Ibs. 


| Futura 3000 1 LETTER FILE DRAWER 14,5 in. | 12! in. | 16 in. 18 Ibs. 
i Peteora, 30008 | touirren wim cock 147, in. | 12Y)in. | tein. | 18 Ibs. 
|" Pacteora 3000S | )curncano Eouirren 14,3; in. | 121 in. | 16 in. I3lbs. | 
: | ‘Futura 3000B | sase surrort 14, in. | 5i/pin. | 16in. 5 Ibs. e 7 
m Steet Sales Corfe. 300 cast 4st street + NEW voRK 51, N. ¥ 
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COMPANY 
ADDRESS 


CITY STATE. 
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Your office functions on paper—paper 
that varies as to quality and surface 
strength. Messy erasures and torn paper 
surfaces cost you money. 


Solution? Specify erasers that are mated 
to the kinds of paper you use—that 
have been laboratory-tested on those 
papers to give faster, surer, cleaner 
corrections — for pencil, ink, typewriter 
or office machine. 
Mail coupon now for your 
FREE “ERASER -SELECTOR -WHEEL” 
- _ automatically and accurately picks 


the proper Paper-Mated Eraser for 
every business need. 


EBERWARD FADER 


EBERHARD FABER PENCIL CO. 
Dept. OM-7, 37 Greenpoint Ave., Brooklyn 22,N. Y. 


Gentlemen: Please send me, without charge, your 
“ ERASER-SELECTOR- WHEEL” 


DEALER'S NAME. | 
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Skirts are longer 


s& WITH hot weather at hand and the office in a relaxed con- 
dition sartorially, so far as its men are concerned, let’s send 
up a little prayer of thanksgiving for woman, God bless her! 
and the inspiring, uplifting, and generally invigorating effect 
which she has on the office in the clothes she wears and the 
way she looks whether the weather be hot or cold. 

Although the old argument as to whether woman belongs in 
the office was settled long ago in her favor, there are still a 
few grumpy souls who regard her at best as a necessary evil 
in office precincts. The notions of these super-masculine 
hangovers from an earlier and cruder era can be disregarded, 
as, with coats off and neckties loosened, we strive for what 
comfort we can get in the heat, quite aware that our feminine 
colleagues, never for a moment relaxing their adherence to 
the dictates of fashion, are going blithely about their tasks, 
more comfortable than we are and certainly far more pleasing 
to the eye and to the soul! 

Skirts are longer this season, but the girls are as nice to 
look at as ever, and we men, whose pants are always the same 
length, need not feel afraid that our summer appearance in 
shirt sleeves will lower the tone of the office too far, so long 
as we have the girls to uphold the standards of smart dress 
and good looks. 
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No. 1618 


UTILITY 
STAND 


its NEW! 
it's SET-UP! 


Hard Tempered Masonite Top 

All Welded Steel Understructure 
154"" Wheels For Easy Portability 
Curved Legs For Greater Legroom 


Increases Worker Comfort, Eivic:ency! 


The strong, attractive, Masonite top does not crack, 
warp nor chip, outlasts wood and is easier on office 
machines. Curved legs and correct height reduce 
worker fatigue. All metal edges are smooth rolled. 
It’s snagproof, clatterproof, with radius corners and 
meticulously built for lifetime service. 


Wide free rolling casters with 1%” wheels assure easier 
portability. Masonite top is rivetted to welded all steel 
understructure by special patented process. It’s fitted, 
leveled, set up, tested at the Factory. Beautiful baked 
enamel walnut finish with plated all steel braces makes 
the new 1618, Champion, a graceful, useful, efficient 
addition to any office setting. 


ORDER YOUR NEW 1618 TODAY 
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< iN \\ another swift mover joing 
. the Maso quality line 


No. 1618 
Note Curved Legs 


SPECIFICATIONS 


(All Maso tables and stands are built and tested 
to hold 3 times the required weight.) 


TOP: 12" thick, hard tempered Masonite 
LEGS: 1” tube steel 


DROP LEAF ARMS: Patented coil spring safety 
catch 


DROP LEAVES: 9” x 16” 

BRACES: Steel rods 

HINGES: Continuous piano hinges 

FINISH: Baked enamel walnut finish 

CASTERS: Free, wide, easy rolling, 15%” wheels 


UNDERSTRUCTURE: Welded, all steel, inspected 
and tested 


SIZE: 16” x 18” x 27” high 
Overall — 36” x 16” 


SHIPP. WGT. to carton 40 Ibs. 
PACKED: Set-up, two to carton 
PRICES: F.0.B. Chicago 


O STEEL ee | ae 9 Mr 200 ee Throop St. 


MASO MAKES THE BETTER ONE —Es© 


CHICAGO 7, ILLINOIS © 
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THE HAND 
THAT FEEDS YOU 
IS FED UP 


By Charles O. Libbey 


Tennessee Valley Authority 


x TO put it simply there is a hand that feeds 
you. You give so much for so much to gain 
a livelihood; but the so much you get comes 
from some place, some one, some hand. The 
so much you give may be to a company, but 
the company too has a hand that feeds it. In 
the last analysis, the hand that feeds everyone 
is that of the Great American Customer, alias 
John Q. Demand. He feeds employer and em- 
ployee. He feeds you and in the process he 
also feeds himself. 

Recently we came upon a management service 
bulletin with a sad tale of thoughtless service 
which lost a customer, just a customer gone 
the way of all hurt flesh. It pointed a moral 
for the employer but not a word of meaning to 


Customers’ gripes are important today, and need special, 
not routine, handling 


the employee. That appears more remote. Yet 
the formula of customer multiplied by bad prac- 
tice énds in employer minus employee. No 
customer, no employer, no employee. 

It all may be simply described by a triangle— 
employer, employee, and customer. In recent 
years we have thought of the figure as if it had 
only two sides, and as a result the poor triangle 
has assumed a shape that no self-respecting 
geometric design should ever be made to assume. 
We must thoughtfully get the triangle back into 
shape again before the Great American Customer 
really believes he does not belong in the design. 

Only a decade ago it almost seemed to be true. 
Those were the dismal days of the early thirties 
when customers were so scarce we had to hunt 


Every employee must 
learn how important 
a customer is to him 
or her personally 
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for them with a pump. The pump priming phi- 
losophy went something like this: When we spend 
money with a dealer, the dealer can buy from the 
distributor, the distributor can buy from the fac- 
tory, the factory can buy raw materials and use 
transportation, etc., etc., with more employees 
getting into the circle all the time. It makes more 
sense of course to keep the pump producing into 
the bucket right along. The hand that does the 
feeding should be that of the Great American Cus- 
tomer and not that of government. We all want 
that. 


Lo, the Poor Customer! 


Lo, the poor customer today! We have rationed 
him, made him stand in line, gouged him a little 
or a lot, put him on the short end of a racket, sung 
him our commercials whether he liked them or not, 
refused to answer his communications, let him 
stand by while we mixed it up with the help, given 
him our lip in reply to his gripes, and in every way 
treated him as if he were a sucker but a sucker 
everlasting. That time is not over by any means. 
We begin to wonder how much longer he will en- 
dure the treatment of slow-down, shut-down, 
crack-down, cram-down, and forcedown before he 
will be down and out. The hand that feeds you 
is about fed up. 


In office contacts with the public, the dead-pan or sourpuss technique is outmoded! 


OFFICE MANAGEMENT AND EQUIPMENT ¢ 


The customer-standing-in-line philosophy ; 
changing with the seller’s market. We do x& 
glimpses of a more shapely triangle. So we ap, 
planning to sell again and to think about & 
livering orders. We are working on a bigger an; 
better sales campaign backed up by bigger ap; 
better advertising. However, the bad habits 
a customer-standing-in-line philosophy still linger 
on in the organization. In all our welter of y, 
certainty the gripes of the Great American (iy. 
tomer still go largely unanswered. 

Griping is an old American custom and per 
haps it is basic in democracy. Maybe we do no 
have to worry for our democratic institutions gy 
long as the employer can gripe openly at the goy. 
ernment, the employe gripe at the employer, anj 
the customer gripe at anything. That is, it js 
healthful when something will be done about it. 


The Customer's Gripes 


The employee’s gripes often stem from mis 
understanding. Business life is a confused pic. 
ture even to astute economists, and the employee 
can see only his provincial side of it. “Big busi. 
ness” sometimes scares the life out of the thought. 
ful and they have sometimes been right in their 
fears. The employee has his union to handle his 


(Turn to page 74) 
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No black and white reproduction can do more than suggest the free and open feeling of this small 
office of National Gypsum Co. Well lighted to more than 50 footcandles, decorated in soft pastels 
with bright color accents, and furnished with natural finished wood desks, the office is an inviting 
working environment. With war-time restrictions out of the way, light-finished transcribing machines 
and typewriters may soon be replacing all dark-finished machines in modern offices such as this. 


LIGHT FINISHES 


Improve Office Performance 


By R. L. Oetting 


Illuminating Engineer, General Electric Co. 


% WHETHER you are utilizing the latest de- 
velopments in lighting or making the old system 
of 1940, 1935, or even 1930 do, there are certain 
improvements that will provide better seeing in 
your offices. Not one of them involves an extra 
lamp bulb or an increased expenditure for light- 
ing equipment or power. 

The proposed improvements involve the use of 
lighter finishes on all office furniture, equipment 
and room surfaces. To appreciate the need for 
these changes, it is necessary to know three simple 
facts about the eye and the seeing process. 

Fact I: The eyes see most accurately, quickly 
and comfortably, with the least stress upon them 
and with a minimum drain upon the visual and 
other bodily resources, when there is maximum 
contrast in brightness between the details of a 
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seeing task and their background. This means 
very simply that, from the standpoint of seeing 
efficiency, only well-printed black ink on good 
white paper should be used for office forms, cor- 
respondence, and memoranda. As letter or nu- 
meral characters become lighter than the best solid 
black—either in gray or in colors—and as the 
paper stock departs from white in, again, either 
gray or colors, visibility is reduced. 

Fact II: Paradoxically, but not contradictorily, 
the eyes see most comfortably when there is little 
or no difference in brightness within the field of 
view. This means that those areas immediately 
surrounding office tasks and within the normal 
field of view should be of the same order of bright- 
ness as the tasks themselves. More remote sur- 
faces should be as nearly equal to the task and 
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immediate surrounding area brightnesses as prac- 
tical, for the eyes see not only a narrow line of 
sight, but a tremendous field extending above and 
below such a reference direction and to wide 
angles at each side. 

Fact III: Eye comfort and performance are 
more dependent upon the brightness pattern of an 
office environment than upon the color scheme. 
It is true that continued viewing of a saturated 
color produces objectional color fatigue or loss 
of sensitivity to that color, but such colors have 
little use in offices. They are eliminated when 
the principles of good task contrast and environ- 
mental ratios are followed. 


Practical Considerations 


“All office tasks should be examined to insure 
that maximum visibility is being realized. Are 
the characters produced by typewriters, dupli- 


Finishes in the past have hidden dirt and permitted sloppy 
housekeeping, but they have seriously reduced seeing comfort 
and performance. Dark finishes on desk tops, file cabinets, 
and other office furniture absorb light and set up distractions 
in the office environment. They become increasingly objec- 
tionable as the lighting is increased to improve the visibility 
of office tasks. 


cating processes, business machines, and similar 
equipment solid, dark impressions? If not, steps 
must be taken to improve or modify the given 
process or equipment as the first step in achiev- 
ing good visibility. For forms or copies that must 
be identified by color, a light tint is as effective 
as a saturated color for this purpose; visibility 
will be increased because of the better contrast 
and there will be no problem of color fatigue. 
Machine dials should have sharp, bold figures and 
there is a distinct advantage to black characters 
on a white field. Dirt and scratches on the dials 
or the transparent covers reduce visibility and 
complicate seeing requirements. 

If experience has shown seeing to be more com- 
fortable when using paper stock other than white, 
an immediate examination of the surrounding 


brightness pattern should be made. Tinted stock | 
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is seemingly more comfortable than white under 
certain conditions, but the fact remains that if 
brightness contrasts within the task are lowered, 
visibility is reduced and seeing performance jg 
less than maximum. The more rational approach 
is to correct the other factors of surrounding 
brightness rather than to sacrifice work visibility, 


Another experience which may lead to erro. 
neous conclusions is that of finding relaxation jn 
looking from the work into a dark portion of 
the environment. Relief is obtained since there 
are certain muscles of the eye which do not relax 
unless the visual distance is 20 feet or more. 
Focusing upon office tasks within arm’s reach is 
an abnormal burden upon the eyes. Still greater 
relief would result in this sort of experience if 
the eyes were not called upon to adapt from task 
brightness to low surrounding brightness and re. 
adapt again to the increased task brightness. With 
a uniform brightness environment, muscular re 


Desk tops are of great importance in that they are the sur- 
faces immediately surrounding most office tasks. As an 
expedient, the desk below has been covered with floor 
linoleum in a tan jaspé pattern having a light reflection value 
of about 35%. Brightness ratios are well balanced so that 
more attention and energy may be given to details of the 
tasks with less competition from surrounding areas. 


laxation is achieved without imposing the stress 
of brightness adaptation, which is much more 
deeply seated than a mere change in the size of 
the eye pupil. 

A comfortable brightness pattern in the eviron- 
ment is desirable for eyes that are relaxing, but 
it is even more important when the eyes are low- 
ered and focused at work positions. Few realize 
the extent of the visual field of the human eye; 
from the reference axis or line of sight, it extends 
to about 50 degrees above and to more than 9 
degrees at each side. Thus, when reading a letter 
on the desk, the eyes may also see the floor and 
walls of the office, part of the ceiling and lighting 
system, and other desks, furniture, and office 
equipment. The brightness pattern within this 
field influences the performance and comfort of 
the eyes and seeing process under stress of actual 


July, 1947 


I 
l 
t 
\ 
( 
t 
( 


eer, 
ee aa 
oo 
mi 
. 4 
nia re 
— | 
sd fe | 
a 
- 
ae ; 
foe 
NE 
os . 
se 
wa oe 
i fe 
a’ es 
a : 
Be. 
Be 
ae 
a 
i. ; 
By 
— . 3 
as . ‘ *fin- o ieee ee ee 
5 ~ ae pe ‘47 Se See : . 
be = — bi ae io: Son — 
“3 a 3 © a Spee ae - _ ee Be 25 Ac = ae 
a - ae . ae = 
te : oe ice “ 
a a : ae i ea Te 
a - ee ee ¥ 
a 2 : - ae f . gies 
a Pi nt : > aaa Bie a. oe F ‘ a ae ‘ia - spice eae i: 
iP > ae ne ee eo: ay : ee a ae. 
EF; “ r 7 F Soe 3 ‘ me e i a ae oy Z 
‘3 4 tes ie ace Ga F- ; a ae 
c he 7 r oa he — me a % ec) 
Bk ic: . a or mo oko. <a a i. ae - 2 : 6 
a es = an a ' £8, a | _ I 
oe Pe, Eee ae BE ie oe a 25 P ae aa a = 
= ~ ; Ps. mm 4 ~ ; 
4 ~ . re is “A — : = W/ 3 
ag — = — — 
a pe. 3 
4 ee eee oe eee 
a: os.ll,l Oe 
: ee et va ic bo Poke cell _— 
oa gs re ee 7d 
ee a op a Meroe om oe a fed Cc Bi E 
.) rs 
4 
a 
a 
a 
st 
ud 
a j 7 
>: 
A 
= ; 
ie 
a 
: 
‘e 
aa | 
7 4 
3 : 
ae 
a 
= “a a 
@ a x 
: <a 1 
pee 
ee 
a Pe 
“eg 
4 ge 
a. es ‘ é ie i 
- a ) Ee me: Bi eo ee ae bec kal ‘ ie” eee ae Re 
- a —— a > jon ; “oe ._ = ee 
ag a i Pee rl 2 Qa ie a < ee oor iE 
ee iar i? oe See ae - age Soe ae ees : - ae. 


stress 
more 
ize of 


yiron- 
r, but 
2 low- 
ealize 
eye; 
tends 
an 90 
letter 
r and 
hting 
office 
1 this 
rt of 
ctual 


y, 1947 


This side-by-side comparison of old and new desks forecasts a new era of smartness and improved 
appearance for offices. With lighter finishes, desks and other furniture become part of the office 
environment rather than obstacles to both appearance and efficient seeing. 


work. The pattern within the entire office will 
also determine the comfort of the eyes that are 
relaxing. 

The brightness pattern of the office environ- 
ment is determined by the brightness of the 
lighting equipment, the distribution of light from 
the equipment, and by the reflectance values of 
various room and equipment finishes. The amount 
of light reflected by a surface in terms of the 
total light falling upon it is termed its reflectance 
and may be expressed as a decimal, a fraction, 
or a percentage value. 

The careful evaluation of laboratory and field 
tests have led to the following recommendations 
for finishes. Ceilings should have a reflectance 
of 80% or higher with a surface that is non-glossy. 
Occasionally, some sacrifice in reflectance must 
be made if acoustic treatment is involved, al- 
though values of 75-80% are common with many 
of these materials. Wall reflectances should be 
50-60%. At less than 50%, light is unnecessarily 
absorbed and wall brightness becomés too low to 
be in reasonable balance with those of other sur- 
faces ; above 60%, wall brightnesses become ap- 
preciably greater than those of persons’ clothing 
and complexion. It is most unpleasant to con- 
verse with others if their countenances are ap- 
preciably lower in brightness than the back- 
ground, An extreme example is the situation of 


speaking to a person seated in front of an un- 
shaded window. 


LIGHTENING 
UP! 


@ SOME lines of office furniture are already available 
with recommended lighter finishes and others should 
follow shortly. Several in natural wood, especially oak, 
maple and birch, have 30-40% reflectance finishes. 
Typical paint finishes and desk tops in the past have had 
reflectances on the order of 5-8°%/,. The lightest desk 
linoleum generally available now has a reflectance of 
11-12%. New patterns and other materials with recom- 
mended light reflection values are in the process of study 
and development. 


asf utmost importance is the reflectance of 
the desk top and other surfaces immediately sur- 
rounding the work. It is recommended that these 
have a reflectance of 35%, which in most cases 
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will result in a brightness ratio between the usual 
task and the desk top of 2:1 or less. Even under 
conditions of dirt accumulation on the desk sur- 
face, the ratio is usually less than 3:1. 

Theoretically, the desk base should have a re- 
flectance higher than that of the top, since verti- 
cal surfaces, in general, receive less light than 
horizontal ones. There is considerable traditional 
and practical objection to such a combination, 
however, and it is recommended that base finishes 
have a reflectance no less than the top or about 
35%. The same finish will undoubtedly be applied 
to files and other co-ordinated items of office 
furniture and equipment. Many have already 
realized the unsatisfactory effect of large masses 
of dark-finished file cabinets along the walls of 
general offices or in file room areas. Other furni- 
ture and equipment finishes, such as those on 
typewriters and business machines, should be 
lighter and in keeping with these recommenda- 
tions for files and desks. 

The recommended reflectance for floor cover- 
ings is 30% or higher—never less than 20%. Ex- 
cept in crowded general office space, floors are 
part of the visual field and therefore contribute to 
or detract from seeing comfort. Materials of 
moderately high reflectance improve the appear- 
ance of the environment and show less soil than 
dark ones. 

Psychologically, it is desirable to have a change 
of pace in the decorative pattern of a room. For 
good appearance, there must be positive identi- 
fication of objects and clear definition of masses 


and areas. These objectives cannot be accom. 
plished with dramatic highlights and shadows, as 
in black and white photography, without violating 
the comfort requirements of office seeing condj. 
tions. They can, however, be realized through 
color patterns of limited brightness difference, 
just as in full-color photography. 

Intelligent and expanded use of color in offices 
is, therefore, recommended. It should be selected 


and used for its full psychological value, with the 


single limitation that reflectances be within the 
outline of recommendations set forth above, [p 
most cases, these limitations will dictate the use 
of colors in the tint or pastel ranges, minimizing 
problems of undue color fatigue and simplying 
the problem of realizing satisfactory color har. 
mony. 

Our eyes were not intended to perform as now 
required by many office procedures. It is es. 
sential, then, in the interest of eyesight conserva. 
tion and for best employee performance, to assist 
the eyes with as favorable seeing conditions as 
possible. Task visibility and the environmental 
brightness pattern discussed in this article in. 
fluence the comfort and efficiency of seeing and in 
most offices today they are far from optimum. 

It must be recognized, however, that improve 
ments in these factors will be, at best, only-con- 
tributions toward good seeing. They must be 
integrated and coordinated with lighting of the 
proper quality and of reasonable quantity before 
they are fully effective in improving the comfort, 
performance, and welfare of office workers. 


In gaslight days. Interior of a counting room in mid-I9th-century busi stablishment. 


Bettmann Archive 
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Avoid Headaches 
. —Know Your 
Federal 
Regulations ! 
By Robley D. Stevens 
Labor Relations Consultant; 
Former Official Representative, U. S. Department of Labor 
Photos by A. Devaney, Inc., N. Y. 

A GOOD PIECE of advice for office manage- It is essential to have a working knowledge of 
ment executives is: “Contact frequently the vari- the legal, the technical, and the human analysis 
ous Federal and State governmental agencies that of all labor relations problems under regulatory 
have to administer and enforce the regulations edicts, and above all, to keep up-to-date on all 
under which you must operate. such matters. 

Complete compliance with these regulations en- Office management should understand the sal- 
tails many factors. Failure to comply incurs ient features of the Fair Labor Standards Act of 
monetary penalties and harsh disabilities. Some 1938, more widely known as the Federal Wage- 
Federal and State regulations may apply to you Hour Law. Here is a summary of what the ex- 
and others may not. For this reason, you should ecutive should review from time to time: 
examine carefully the basic requirements involved. 

In addition, are you keeping all the records manda- Definitions 

tory by law? Many executives are not actually Industry committees and what they are 
aware of the multiplicity of records required by Minimum wages under Section 6 

Federal and State regulations until violations Employee-employer relationships 

occur, Coverage—applicability 

Increasingly, office management has come to be Overtime pay under Section 7 or maximum 
very aware of a subject not entirely new—union- hours 
ization of office workers—a subject that must be Record-keeping requirements under Section 11 
discussed both from the standpoint of recent Child labor provisions under Section 12 
trends and from the more immediate standpoint Exemptions under Section 13 for white-collar 
of actual steps involved in the collective bargain- workers 
Ing agreement. (Turn to next page) 
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Annual leave plans for salaried workers 

Status of foremen under the law 

Exemptions of employees under union con- 
tracts 

Exemptions for learners, apprentices, mes- 
sengers, and handicapped workers 

Veteran trainees 

Official interpretative bulletins issued 

Retail and service establishment exemptions 


While the war’s end eliminated large numbers 
of firms from the classification of employers en- 
gaged in government work under the Walsh- 
Healey Public Contracts Act, some employers 
are still accepting such public contracts in excess 
of $10,000, in which case there are certain basic 
requirements the employer must comply with. 


While the basic requirements are similar to 
the Wage-Hour law, they differ in that overtime 
pay is to be computed on the basis of 8 hours 
daily in lieu of 40 hours weekly. The minimum 
wage is determined by the Secretary of Labor’s 
office. Certain records must be kept. In addition 
there are certain restrictions imposed by this 
regulation which office management should keep 
in mind. 

There are other wage-hour laws that affect 
employers—the 8-Hour Law, Davis-Bacon Act, 
Copeland Kick-Back Act. These federal regula- 
tions cover, respectively, hours of work of me- 


Erroneous classification of employees as “executive or “administrative” 
is source of many wage-hour law violations 


chanics and laborers on public buildings, pypj, 
works, government contracts; payment-perforn,. 
ance bonds; and prohibition of deductions fro, 
wages of employees on public works. 

Approximately one hundred million dollars j, 
restitution has been collected by official agents jy 
back wages legally due workers under the Federy 
Wage-Hour Law since its inception. Office ma, 
agement must know what the law requires or rig; 
labor unrest and monetary loss. To cope with th 
situation, copies of the Wage-Hour Interpretatiy; 
Bulletin should be obtained and studied. 

In other words, if you don’t make a period; 
survey of your status of operation and compliang 
you may, when an official agent walks in (anj 
they do every day), find that the liability ya 
thought you did not have was accruing all the 
time and will prove staggering. 

The new Taft-Hartley Act governing labor rej. 
tions deserves the closest attention of every of 
fice executive, with respect to his possible rp. 
sponsibilities under the act. 

Of course, many of the implications of th 
Taft-Hartley Act are still in the future and th 
actual application of the law will be largely é. 
termined by the handling of various cases under 
it by the National Labor Relations Board and y 
such amendments as are made in the act itset 
from time to time by Congress. 

(Turn to page 68) 


4 Baar oi” Sees ||, rE Te a es Do = ee ee _ re ee || OT). ie 
ss Be : ‘ c 
ig 
oo ; 
is 
4 
ey: 
ee 
cam . 
a | 
ad 
: a 
a . 
al 
ae 
lon 
tie. 
as og i 
a 
| ig 
. oe 
— 
. ae 
. | 
Se , 
a 
ee 
Rey } 
es z 
on ; j 
cm 
a: i 
i ' 
- 
ee : 
Pe ‘ i 
Rog 
og I 
eS 
: a 
— { 
re. 
2 4 
2 | 
a 
ae 
~ 
“wes 
4 
oa 7 
= 
¥ *) 
ae 
eat 
uf 
‘ a Pe 
aim 
Pes) i ; 
ie oo 
_ 
= 
Ng ee H } o . 2 ae are = ee e i 
a ; . me ke » ‘alee? jee tee eee) : 
; ae "ee ee fo = ao 
an ee Ne ——— x Se Se Rett oe be Sa 
j ; ES fg aa : camp? ae 4 me ‘ 
; ; : ia Ao Be ; ae: 
ae Ww - ths Aetees oe oe Sepa a 
— is a ae ie. ae 
< | y ee ‘ ae eee ee 
— Ree ae as, “t me. ee 
— > / oi ‘ ae x 
og E aye ane “ “A a at eee 
cor) ey 4 ren.» 
oe Swe ev _ ‘ea a ae 
sa , wes 2 oe “ae ah kt oo id sae D 
oo ; ri ; ee ° 
; ee . % i sinieinas sath Pin vial tes . , P : ll 
: a ~ - ——." ee 
= poke ae ., le 
a 2 Pe a * < 
4 : i - . Se a 2 ¢ = s 
a. ] e —_— Byer t, Re 
iz ; oe ae i e 
oe . i 7. * ¢ i 
re Ce : PA : : Vv 
ema i - mee 3: 
~ a by 2 4 . ce | 
' i bie C ee a if 
. Ys ay Ber j 
——' ; ace a Bie : : 
_ 3 ae - 
a eg _ se : E eee! ae a 
7 TS; z a = nn 7 4 
So ii a — oe wis 
a . q es s< °F ad 
a . i i Ce are — (ey : 
a ] Pa —_ ’ ae + ae : . ss 
ae 4) i as a oe a { 
eos ay x : a a = x 
a ne n 3 , % FE a ase, 
a & ot: ne 
—— sie ae Ae ( 
ie : Z by # + ea Ee Ries 
2 ee : a 
a 3 pias ci aio ee i, een): 
_ ——— - gee | 
a ei ~ ete ee ae 
a . i 
5 > ~— - 
; a 38 : OFFICE MANAGEMENT AND EQUIPMENT "7 daly 
i Ail : 
4 be 
ia [ae suet. oy ee ag a on me: Bree 20 Se ie 


3, Public 
erforn. 
Ns fron 


ollars jy 
ents jp 
Federg 
ice Map. 
3 Or risk 
with th: 
retatiy: 


Periodiy 
ipliance 
in (and 
lity you 
all the 


bor rela. 
very of. 
sible re. 


of th 
and the 
gely de. 
‘S under 
and by 
ct itself 


aly, 1947 


A foreman waves good-night as staff member moves indicator to 
“out" column 


Ingenious In-Out Board Devised 


By Winfield L. Redding 


* THE converting ofa sliding shelf in a steel 
desk into a “who’s in—who’s out” indicator has 
proved to be particularly advantageous in keep- 
ing track of supervisory personnel entering or 
leaving the Pittsburgh, Pa., plant of Heppen- 
stall Co. 

A rather bulky indicator box, listing names of 
executives, department heads, and other super- 
visors, had been located on one of the desks in the 
plant gate building. 

Plant police staff this gatehouse. In addition to 
Inspecting passes and receiving visitors, they act 
as a clearing house on a variety of matters. 


Shelf Into Indicator 


To achieve the “clear desk” policy favored by 
this forgings manufacturer, the chief of the plant 
police conceived the idea of making an indicator 
out of the sliding shelf. 

Shop men drilled 14-inch holes in two parallel 
lines down one side of the shelf top. They also 
machined small brass pins, like cribbage pegs. 


July, 1947 


With a 14-inch top and a smaller shaft, they are 
easily handled. Protruding 14 inch through the 
steel assures their rigidity. 

One row of holes is labeled “In”; the other, 
“Out.” Opposite the holes, the names of super- 
visory personnel have been labeled. As Heppen- 
stall men enter or leave the plant, their particular 
peg is so moved. 


"Is Mr. Smith Over There?" 


Now, when there is a telephone call for a plant 
or office supervisor, or when he is needed in a cer- 
tain department, a telephone request is made to 
the entrance gate. The man on duty can instantly 
tell, by withdrawing the shelf, if the desired indi- 
vidual is in the plant. His assigned number is 
then sounded on the call system. Upon hearing it, 
he calls the gatehouse for the message. 

A clear desk has thus been achieved, as well as 
a handy indicator which instantly answers that 
most common question, “Is Mr. Smith over 
there?” 
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ALVIN E. DODD 
AMA president 


Management 


% TWENTY-FIVE executives representing every 
phase of management in U. S. industry were 
elected officers and directors of the American 
Management Association on June 16th. 


John M. Hancock, of New York, Lehman Bros. 
partner and a member of the U.S. delegation to 
the United Nations Atomic Energy Commission, 
was designated chairman of the board of the Asso- 
ciation. Alvin E. Dodd, president of AMA since 
1936, was re-elected for a twelfth term as chief 
executive. Harold V. Coes, vice-president, Ford, 
Bacon & Davis, Inc., New York, will serve as the 
chairman of the executive committee of the Asso- 
ciation, succeeding Keith S. McHugh, vice-presi- 
dent of the American Telephone & Telegraph Com- 
pany, elected a director. 


Elected AMA vice-presidents were John 
Stephens, vice-president, U. S. Steel Corp., Pitts- 
burgh, personnel and industrial relations; George 
S. Dively, vice-president and general manager, 
Harris-Seybold Co., Cleveland, production: Mur- 
ray Shields, vice-president, Bank of Manhattan 
Co., New York, finance; E. A. Throckmorton, 
president, Container Laboratories, Inc., Chicago, 
packaging; R. S. Bass, treasurer, A. E. Staley 
Manufacturing Co., Decatur, IIl., insurance; Cole- 
man L. Maze, vice-chairman, department of man- 
agement and industrial relations, New York Uni- 
versity, New York, office management; W. E. 
Jones, vice-president, Scranton Lace Co., New 
York, marketing. 


New directors of AMA include I. O. Royse, gen- 
eral office manager, Ralston Purina Co., St. Louis; 
Guy B. Arthur, Jr., former AMA vice-president, 
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Association Meetings 


OFFICE MANAGEMENT AND EQUIPMENT 


JOHN M. HANCOCK 
AMA board chairman 


New York; L. C. Hill, works manager, Eagle 
Pencil Co., New York; A. A. Stambaugh, vice. 
president, Standard Oil Co. of Ohio, Cleveland; 
Jules I. Bogen, editor, The Journal of Commerce, 
New York; I. M. Carpenter, manager, insurance 
department, Ebasco Services, Inc., New York; 
R. W. Gillmor, vice-president, Sperry Corp., New 
York; M. M. Olander, director of industrial rela- 
tions, Owens-Illinois Glass Co., Toledo; Maxwell 
M. McDowell, head of the tax department, Stand- 
ard Oil Co. of New Jersey, New York; and Mar- 
shall B. Dalton, president, Boston Manufacturers 
Mutual Fire Insurance Co., Boston. 

Other officers of the Association elected were 
L. R. Boulware, vice-president, General Electric 
Co., New York, chairman of the finance commit- 
tee; James L. Madden, second vice-president, 
Metropolitan Life Insurance Co., New York, treas- 
urer; Henry J. Howlett, New York, secretary; 
and James O. Rice, New York, assistant secetary. 


% AN American Management Association con- 
ference designed to brief top management on cur- 
rent problems in all the fields of supervision was 
held June 11th and 12th at the Waldorf-Astoria 
Hotel, New York. About 500 business executives 
shared in the discussions. 

I. O. Royse, general office manager, Ralston 
Purina Co., St. Louis, Mo., vice-president im 
charge of AMA’s office management division, gave 
a comprehensive picture of the salient problems 
confronting office managers everywhere. By per 
sonal contact, and by mail, he had conducted 3 
survey, the results of which became his presenta- 
tion. 
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COLEMAN MAZE 1. O. ROYSE 
AMA vice-president for office management Former AMA vice-president for office 
management, now an AMA director 


Office Organization and Personnel Trends 


By |. O. Royse 


General Office Manager, Ralston Purina Co., St. Louis, Mo. 


Excerpts from address at American Management Association conferenze on general management problems. 


*% IT may be concluded from a study made for Others point out the following trends: greater 
this presentation that the importance of office centralization of the office work; establishment of 
management is being more and more recognized. scientific activities such as merit rating, job evalu- 

In one case it was pointed out that in 1940 one- ation and simplification, methods analysis, pro- 
ninth of the company personnel in the office and duction emphasis, better training for clerical 
plant were office workers, while now one-sixth of employees, and also management personnel, better 
the group are office workers, thus stressing the selection through testing procedures, and so on. 
importance of the office function from the view- These together with dozens of other activities and 
point of the increasing of office personnel. techniques and diplomacy, salesmanship, technical 


John A. Stephens, vice-president in charge of industrial relations, U. S. Steel Corp., Pittsburgh, 
discussing recent two-year agreement between United Steelworkers, C.I.0., and his company, 
at AMA conference 
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knowledge, and an unusual amount of energy give 
proof of the importance of the work to be done as 
well as the personnel required to do it. 

As you know, the trend in salaries is upward, 
but how much? The salaries of high school grad- 
uates hired to do clerical work now range from 
$95 to $160 per month. The geographic location 
seems to have little significance. 

The rise in beginning salaries from 1941 to 1947 
varied from 1714% to 100%, the average of 20 
companies reporting being 43%. 

About one-third of those reporting indicated 
that the percentage of increase had been applied 
to all office workers receiving up to $400 or $500 
salaries. It seems to be rather common that be- 
ginning salaries have been increased more per- 
centage-wise than higher salaries: for example, 
two companies indicate a rise in lower salaries of 
about 70% while higher salaries were increased 
35% to 50%. 

As compared to factory pay, the office worker 
gets less, but there appears to be a definite ten- 
dency to increase his pay more rapidly. He is 
not being forgotten; he is getting his raises along 
with the factory worker. 

The scarcity of clerical workers seems to be 
most critical with stenographers, typists, book- 
keepers, transcribers, calculating machine oper- 
ators, and key punch operators for tabulating 
machine operation. Along with this goes an ex- 
pected general complaining that the quality of 
applicants is decidedly lower than in former years. 


"Few managements have training programs in effect in the office. 
leaders are in the office we are afraid of being included in a training class?" 


This quality involves not only a lower grade 
persons, but persons with less training in 
skills and with attitudes of less interest in gy 
nections leading to growth and promotion. 

Having a condition which we all recogy 
calling for action, we find our companies 
working more than ever with the high schoy 
and junior colleges to develop the understandj 
of teachers and school administrators about ti 
requirements in business offices. These con 
also serve to attract youth to the offices of 
more aggressive companies. Employees are 
couraged to take training in evening schools, |; 
company training for clerical workers and supe 
visors is being developed and used. 

To help meet the shortage of clerks, attentig: 
is being given to better methods, work simplific 
tion, programs, and mechanization. 

The morale and attitudes of clerical employed 
are not what they were several years ago. This i 
reflected in discipline, which is reported to 
much more lax than formerly. There is a lack ¢ 
loyalty, comparative lack of interest ‘in workin 
hard, more interest in the pay than in progres 
and promotion, demand for more privileges an( 
benefits, less adherence to policies and regulations 
small concern about doing a full day’s work fw 
money received. 

There was a suggestion in the survey that per. 
haps the fault has been with the supervisory staf 
and that we should give more attention to th 


(Turn to page 77) 
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The former conventional office furniture used in the waiting room of the Washington Gas Light Co. 
has made way for the modern, restful, attractive setting designed by Roland Biow, chief designer 


vork for for Biow Associates, Washington, D. C., commercial decorators and consultants on office interior 


design. In the left foreground is the unique Fletcher desk, created by the Fletcher Aviation Co. 
Triangular in shape, it serves as a conference table as effectively as it does duty as a desk. On the 


‘hat per. left, rear, is the carpeted waiting room, with maroon colored vinylite upholstered furniture and a 
modern walnut plywood desk. The columns, formerly bare of decoration, have been covered with a 
ory staf grained walnut plywood to a height of 9 feet. The panels are topped by light troughs carrying con- 


1 to th cealed fluorescent fixtures that provide columns and furniture with a subdued yet effective light. 


New Display 


and Waiting 
Rooms 


for Gas Company 


ly, 1947) July, 1947 


% MODERN PLASTICS and war-time plywood 
techniques are strikingly employed in the display 
lobby of the Washington Gas Light Co., recently 
redecorated by Biow Associates, Washington, 
D. C., commercial decorators and consultants on 
office interior design. Use has been made of new 
developments in functional furniture to set a 
standard in modernity in keeping with the pro- 
gressive program of the utility company. 

Roland Biow, chief designer for Biow Asso- 
ciates, followed the structural lines of the gas 
company’s showroom, taking full advantage of 
its seven supporting pillars as a background for 
the functional furniture that keynotes the decora- 
tive scheme. The pillars are paneled in grained 
walnut plywood to a height of 9 feet. Above the 
panels and surrounding the columns on all sides 
are light troughs shaped to conceal fluorescent 
fixtures that provide columns and furniture with 
a subdued yet effective light. 

The plywood column coverings and furniture 
reflect a wartime development in the use of 
woods, especially in airplane construction, to 
achieve strength combined with lightness. The 
further beauty of the matched grains in plywood 
makes this material particularly important in 
modern decorating. Plywood desks, used in the 
offices, are from the Fletcher Aviation Co., which 
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Public utility companies are finding it good business to dress up customer-contact space 


has adapted war-developed techniques to peace- 
time uses in furniture construction and design. 

Columns, on either side of the 11th street 
entrance, are surrounded by sofas with loose 
cushion seats. These, as well as the other up- 


Another view of the display and waiting rooms of the Washington Gas Light Co. 


holstered furniture, are covered with rich, warm 
maroon Vinylite plastic sheeting produced 
Bakelite and finished by Blanchard, Newark, 
N. J., that is resistant to scuffing, fading, peeling 

(Turn to page 72) 
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TRENDS IN ANNUAL REPORTS 


By C. E. Jarchow 


Vice-President and Comptroller, International Harvester Co., Chicago 


Excerpts from an address presented at the recent midwestern spring conference of the Controllers 
Institute of America. " 


% THE trend toward making the annual report 
more of a public relations document has become 
quite definite during the past decade. Some com- 
panies call attention to their annual reports by 
paid advertising in newspapers and magazines, in 
which they offer to send copies to interested 
parties upon request. Our company has never 
advertised in this manner, but its report is avail- 
able to its 40,000 stockholders and 80,000 em- 
ployees. In addition, it is sent upon request to 
many banks, investment houses, educational in- 
stitutions, dealers, and other individuals. 

It has been natural for business management to 
tend to include in annual reports subject matter 
of public interest, over and above that contained 
in the financial statements themselves—some of 
it intended to dispel false notions about business 
operations. One such notion is that business 
profits are excessively high. According to the 
C. E. JARCHOW recent survey made for the Controllership Foun- 
dation by Opinion Research Corporation, 45% 
of the public think business enterprises make 
more profits than they reveal in their reports: 
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28% of those interviewed expressed the opinion 
that “most businesses have a lot of hidden profits.” 


To the extent that these false notions may 
spring from the terms in which corporation re- 
ports are drawn up, there is clearly an obligation 
on the part of business management—and par- 
ticularly on controllers—to change these terms, 
even when they have been sanctioned by long use. 
Many business men have contended, however, that 
more than this must be done; that proper concepts 


CONTROLLERS 
HOLD CONFERENCE 


@ THE Midwestern Spring Conference of the Controllers 
Institute of America, sponsored by the Pittsburgh Control, 
was held at the Hotel William Penn, Pittsburgh, Pa., May 
18th-20th. 

Over 200 controllers were on hand representing local 
Controls of the area as well as members of adjacent 
eastern Controls who, because of their proximity to Pitts- 
burgh, were invited to attend. 


Speakers were: Frank M. Surface, executive assistant to 
the president, Standard Oil Co. of New Jersey, New York; 
W. R. Wright, partner, Stevenson, Jordan & Harrison, 
New York; George W. Chane, Ernst & Ernst, Boston; 
Dr. Emerson P. Schmidt, director of Economic Research, 
Chamber of Commerce of the U. S., Washington, D. C.; 
H. W. Prentis, Jr., president, Armstrong Cork Co., Lan- 
caster, Pa.; John H. MacDonald, vice-president, National 
Broadcasting Co., New York; Edwin B. George, economist, 
Dun & Bradstreet, Inc., New York; Martin Gainsbrugh, 
chief economist, National Industrial Conference Board, 
New York; John E. Hearst, controller, S. S. Kresge Co.., 
Detroit, Mich.; Alan H. Temple, vice-president, National 
City Bank, New York; and Christian E. Jarchow, vice- 
president and controller, International Harvester Co., 
Chicago. 


of the role of business investment and of busi- 
ness management must be set out clearly in order 
to counteract these false notions as far as possible. 
Accordingly, many concerns are now trying to 
set out, in the annual reports, certain basic, posi- 
tive ideas. For example, in some reports are ideas 
relating to the place of the business in the eco- 
nomic structure of the country—that is, the social 
value of the services it performs. There are ex- 
pressions of the recognition of the social respon- 
sibilities of the enterprise to the communities in 
which it operates. In some instances, information 
on the importance of management and the value 
of managerial services had been included. 
Another positive idea that has come in for dis- 
cussion is that of inducing greater confidence in 
the accuracy of financial results as shown by the 
annual report. Some companies have sought to 
lend greater credibility to their financial state- 
ments by appending a certificate, signed by their 
controller, certifying to the accuracy of the re- 
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sults shown. This is, of course, in addition to th 
certificate of the independent public accountant 
Possibly more could be done in this respect by 
pointing out the fact, where applicable, that ne 
income as per the annual report is identical wit 
that reported to the Securities and Exchange Con. 
mission; and also by pointing out the similarit 
that exists between reported income over a perigj 
of years and income as audited by the Bureay oj 
Internal Revenue and used as a basis for Feder,| 
income taxation. Where material differences 
exist between book and taxable income over , 
period of years, such differences should be readily 
explainable. 


Two Difficulties 


This conscious treatment of the annual report 
as a public relations document compels recogni. 
tion of two principal difficulties. The first of 
these is that the annual report is read by rel. 
tively few of the potential readers. We hada 
survey made in 1944 by an outside firm in ap 
effort to determine how many stockholders and 
employees read the Harvester report. This sur. 
vey indicated that probably not more than 10% 
of each group read the report with any degre 
of thoroughness. I am sure that is characteristic 
of most annual reports. 

The second difficulty pertains to the selection 
of the proper material for inclusion in the report. 
Generally speaking, a subject which is of con 
tinuing interest over the years should not k 
introduced in one year when it might point w 
a circumstance extremely favorable to manage 
ment’s position, and then be dropped in a suc 
ceeding year when it might show a contrary re 
sult. 

Any annual report is definitely limited in its 
possibilities precisely because it comes out but 
once a year. We have learned from our adver 
tising friends that it takes repetition to put an 
idea across. If positive ideas are to sink in, cer- 
tain supplementary means must be employed, both 
to give additional publicity to the annual report 
and to repeat these ideas in other ways through 
out the year. 

These supplementary means include reprints 
of the annual report in employees’ magazines, 
discussion of the report at foremen’s conferences 
to enable the foremen to answer employees’ qué 
tions intelligently, similar organizational meet 
ings with office personnel, discussion of the al 
nual report at the annual stockholders’ meeting, 
movie presentations, interim reports, posters ™m 
bulletin boards, paycheck and dividend check in- 
serts, dealers’ news letters, letters written directly 
to homes of employees and shareholders. 


(Turn to page 74) 
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~NEW THINGS in the NEWS 


RIGHT: 
A CUSTOM BUILT DESK made by S. Nemis, 2613 
lehman Ct., Chicago. This is known as the King 


model and has a removable back panel for ventila- 
tion, The finish is walnut over walnut. It measures 
36 by 72 inches. Prices on this and other custom built 
desks are available from Mr. Nemis. 


RIGHT: 


IN THE OFFICE. A new Touch-Adjust Comfortube, fea- 
turing light weight and easy adjustment, has just been 
added to the Ediphone line of accessories. The new head- 
band is a stainless steel wire with balanced tension designed 
to hold the earphones in place with the’ band in any posi- 
tion, over the head, under the chin, or at the back of the 
neck. The plastic ear-pieces, which have been redesigned 
to eliminate manually operated set screws and springs, in- 
hy “naa a friction-type control which permits simple, posi- 
ive finger-tip adjustment. Presented by the Ediphone Divi- 
sion, Thomas A. Edison, Inc., West Orange, N. J. 
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LEFT: 
FOR COPYING PAGES in heavy bound books, the new 


Tru-Copy-Photo machine now available from the General 
Photo Products Co., 17 Summit Ave., Chatham, N. J., has 
been designed. This portable electric unit has a copy 
surface of 8!/2 by 14 inches and is equipped with a col- 
lapsible stand which fits over the copy to be reproduced. 
Has removable color filter, automatic Time-O-Lite timer for 
exposures, red dark room or warning light to enable the 
operator to use extremely sensitive film or paper without 
any other means of illumination, and a manual switch in 
addition to the timer, for shorter or longer exposures. 
Built with re-inforced plywood covered with washable rub- 
beroid cloth, heavy hinges, durable clamp, and unbreakable 
Tufflex glass. Its operation is simple. Operates on 115 volts, 
AC only 50 or 60 cycles. It also works on DC without the 
Time-O-Lite Timer. Price, $100, f.o.b., manufacturer. 
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RIGHT: 


A PLASTIC OFFSET duplication plate has been announced 
by the duplicator supplies division of Remington Rand, 
Bridgeport, Conn. The new plate, in the medium price 
field, uses two patented plastics to overcome difficulties as- 
sociated with paper and metallic plates. This cross section 
of the new plate shows a non-detectable correction that does 
not penetrate the water and grease receptive plastic coating 
and the sturdy basestock which, impregnated with plastic and 
impervious to water, prevents any stretching or pronounced 
curl. The company says the quality of the run under averags 
conditions is at least equal to that of aluminum direct image 
plates. 


LEFT: 


SIGNED IN LESS THAN TWO HOURS. The United Nations 
Organization payroll checks for its 2,800 employees are now signed 
in less than two hours. The man whose signature makes them 
good, Neel Monod, chief of the treasury division of the UNO 
Bureau of Control, who formerly had to spend a day in steady writ. 
ing to sign the checks, doesn't even have to go near them—thanks 
to the Todd Blue Streak Electric check signer made by the Todd 
Co., Rochester, N. Y. J. William Bergh, chief cashier of the UNO 
treasury division, who is directly in charge of the use of the Todd 
check signer, demonstrates the machine which solved a UNO 
operational problem, as he processes a stack of the UNO payroll 
checks. “It's like giving Mr. Monod two extra working days per 
month," comments Mr. Bergh. 


RIGHT: 


THE FACTORY CAFETERIA of the 
Amberg File and Index Co., Kankakee, 
Ill. This picture shows the cafeteria 
shortly after its recent completion. 
The room is bright and airy and seats 
130 people. The company keeps it open 
from 8 in the morning to 8:30 at night. 
Lunches are served for the day shift 
from noon to 12:30 and for the second 


shift from 8 to 8:30 P.M. 
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ABOVE: 
FOR THE EXECUTIVE, the Kary Krib Co., Howe, Ind., 


presents walnut desk trays. These trays, which can be used 
either singly or in tiers, have a hand-rubbed lacquer finish. 
Can be furnished in both letter and legal sizes and have 
been d d to har ize with fine wood desks. 
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LEFT: 


CONTROL CREEPING. When vibration control blocks 
are placed under the feet of office machines, vibration is 
absorbed and the machines stay put. These blocks are par- 
ticularly useful where office floors are made of concrete, 
tile, or other similar smooth material. These small squares 
of aluminum are mounted on special vibration absorbing felt 
treated so that it will not slip. From the Underwood Corp., 
| Park Ave., New York 16. 


RIGHT: 
Nations GLASS AND LEATHER. These glass bookends are 
signed covered with hand-grained morocco and are 24-karat 
5 them gold-tooled. Come in black, brown, red, blue, and 
UNO green and retail for about $15 a pair. From 
ly writ Leather Luxuries, Inc., 17 East 42nd St. New York 17. 
thanks 
Todd 
UNO 
» Todd 
UNO 
payroll RIGHT: 
yS per DON'T grab some one else's pencil, when you mis- 


place yours. The National Embossing Co., 33 Jef- 
ferson St., Stamford, Conn., offers standard size lead 
pencils imprinted with your name, at a cost no higher 
than you pay for ordinary high quality lead pencils. 
These personalized name pencils eliminate confu- 
sion in the office. 


LEFT: © 


NEW CHECK WRITING machine designed for individual 
use is being distributed by the Leroux Sales Co., 746 Spitzer 
Bldg., Toledo 4, Ohio. The machine has a chrome-plated 
aluminum top and. a base of plastic rubber. It measures 9 
inches by 3 inches by | inch and weighs 24 ounces. In opera- 
tion the machine resembles an old-fashioned spelling board 
except that instead of letters, numbers are used. Joseph 
Leroux is the inventor. Mr. Leroux calls the item the Little 
Joe Check Writer and Protector. 


LEFT: 

ELECTRONIC INTERCOMMU- 
N!ICATOR, the new ‘47 Callmaster 
presented by the Lyman Electronic 
Corp., 12 Cass St., Springfield, 
Mass. Has improved sensitivity 
and power output. Attractive high 
lustre mahogany plastic cabinets, 
This is a master and sub com- 
bination for two people. 
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RIGHT: 


LEFT: 


GLEAMING AND CHROME-PLATED, the Benchette with 
upholstered seat and back has just been introduced by 
Maso Steel Products, 500-32 South Throop St., Chicago 7. 
The new Benchette is built of heavy gauge |!-inch tubular 
steel and has welded frame construction. Seats two people 
with comfort. Seat and backrest are heavily padded and 
covered with smooth, plastic-coated leatherette, in antique 
red, brown, blue, green, or black. The leatherette is both stain 
and fire resistant and the legs and steel supports have the 
triple process chrome finish. Overall dimensions are: 
width, 36 inches; depth, 20 inches; height, 32 inches. Priced 
at $19.95 retail. Packed two to a carton; S.U. shipping 
weight, 55 pounds. Prices f.o.b. Chicago. 


BELOW: 


FOR EFFICIENCY'S SAKE. The pencil holder shown has 
been designed to increase the efficiency of the engineer- 
ing, drafting, layout, and art departments. It snaps on to 
lamp shades and does not require drilling or bolting. Elimi- 
nates searching for pencils, prevents soiled drawings, re- 
duces pencil point breakage, allows freedom of drafting 
machines, and allows grading of pencils. It is priced at 
$1.25 retail, and is made by the Morrison & Sons Co., P. O. 
Box 717, La Crosse, Wis. 


THE MODERN OFFICE. This new table and desk model G. E. 


Circline fluorescent lamp from the Shepard Engineering Co., 912 
North Market St., St. Louis 6, Mo., is in harmony with this good 
looking office interior. It is 26 inches high and has a shade dia- 
meter of 17 inches. The construction is 16-gauge aluminum, the 
brackets and tie rods alloy steel. All wiring is concealed. The 
diffuser in the mouth of the indirect reflector eliminates glare for 
persons standing near the lamp. The light source is a 150-watt 
incandescent indirect metal reflector plus the circline tube. The 
fluorescent ballast, socket and lampholders are all made by General 


Electric and are underwriter approved. 
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\GHT: : 
SPECIALLY DESIGNED PACKAGE. Fanfold gummed labels for 
fle folders and all labeling uses now appear in an attractive new 
cage. Distinctive features are a cellophane window for easy 
rentification of the color of the labels, and a pull-out tray that 
ables the user to write or type as many labels as may be desired 
+ one time, without disturbing the supply which remains in the 
o Two shades of green, with reverse white, and black printing, 
we wed for packages and carton. Fanfold labels are available in 
white and eight fadeproof colors, and each box contains a contin- 
yous strip of 500 labels. From the Globe-Wernicke Co., Cincinnati, 


Ohio. 


ABOVE: 
AN ATTRACTIVE woed grain metal box containing 
assorted rubber bands is a new item of the Justrite 
line manufactured by the Louis Melind Co., 362 
West Chicago Ave., Chicago 10. The company says 
the individual package of rubber bends is attractive 
enough to keep on the top of the desk. 


RIGHT: 


AN OFFICE DESK from the 
Wilcox Corp., 2129 Locust St., 
St. Louis 3. It is made of heavy 
gauge steel construction elec- 
trically welded. Has large deep 
drawers and improved drawer 
slides. Top is covered in attrac- 
tive Armstrong desk-top linoleum. 
Available in grey tone or walnut 
brown finish. Size of top, 54 by 
30 inches; height, 29!/2 inches. , 


| 2 


FANFOL 


STs | 


BELOW: 


FASTER AND EASIER APPLICATION. This new 
box holder was designed for use with the Kum- 
Kleen dispenser box which contains a roll of Kum- 


. 


Kleen self-adhesive labels carried on a strong glassine 
tape. Constructed of sturdy cast aluminum, the 
holder contains no moving or adjustable parts. Four 
rubber feet hold it firmly to any surface. The opera- 
tor can dispense labels with one hand. From the 
Avery Adhesive Label Corp., 36 West Union St., 
Pasadena |, Calif. 
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prey ne eee 


How ro USE THe 


MULTISTAM 


BEXO-1010- CLEANER 


RIGHT: 


A RECTANGULAR READER. In addition to conventional 


LEFT: 


A HANDY piece of equipment. The Multistamp hand 
rocker-type duplicating machine is useful for printing post- 
cards, short letters, forms, and labels. Since the duplicator 
is of the rocker type it can stamp on round packages. Shown 
is the Multistamp outfit, in its portable case, complete with 
ne the supplies. Made by the Multistamp Co., Inc., Nor- 
‘olk, Va. 


RIGHT: 


TO HELP IN SEALING envelopes, moistening 
gummed tape, labels, seals and all gummed surfaces 
the Lorain Co., 3616 Lillie St., Fort Wayne 5, Ind., 
offers Wet-It, a wetting agent which added to water 
reduces or eliminates surface tension and which, ac- 
cording to Lorain M. Gotsch, general manager of 
the company, causes “water to become wetter than 
water." Mr. Gotsch says that if Wet-It were added to 
a tub of water in which a duck was floating, the duck 
would sink due to the penetration effect of super- 
wetted water on the duck's feathers. It is claimed 
that only four drops for each ounce of water are 
needed. Used with any kind of manual or automatic 
sealing device. Packaged in 2-ounce dropper bottles 
at 50 cents. 


LEFT: 


BACK AGAIN in the line of the 
Weldon Roberts Rubber Co., 351 Sixth 
Ave., Newark 7, N. J., is this Hex- 
Cleaner. It is made of soft and pliable 
pink rubber. Its shape provides sharp 
ends and edges for erasing line work 
and broad sides for erasing and clean- 
ing surfaces generally. 


ot 
D 


round reading glasses the Bausch & Lomb Optical Co., 
Rochester 2, N. Y., is offering a rectangular glass with one- 
piece handle and frame molded in a pleasing streamline 
design. The rectangular reader has a large lens but is 
light in weight, because unused portions of the lens have 
been cut off. The offset handle permits the arm to rest in a 
natural position when the glass is in use. The lens is made 
of ophthalmic glass, made in the company’s glass plant from 
formulae developed by the company's scientific bureau and 


under the direct supervision of its engineers. 


LEFT: 

AN OFFICE PLAN TEMPLATE. Rapidesign, 
Inc., P. O. Box 592, Glendale, Calif., offers the 
new Speedi-Plan office plan template scaled to 
general office equipment dimensions with over- 
size holes to allow for pencil lead. Precision 
cut from plastic sheets, the template measures 


5 by 8 inches. 5 
July, 1 . 
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BELOW: 

THIS LOOSELEAF PUNCH shown comes from Harsten 
Products, Inc., 110 West 17th St., New York I1. It punches 
\4-inch holes and the cushion spring makes for easy opera- 
tion. Has a highly polished nickel finish. Packaged in an 
individual container. 


ABOVE: 


A GERMICIDAL UNIT, the Viragon, is suggested for use 
in office rest rooms, factories, end locker rooms. It kills 
many air-borne bacteria and eliminates odors and stale and 
stuffy air. Functions continuously. It gives over-all protec- 
tion floor to ceiling, rather than in a limited radial area. 
Each unit combines an ultra-violet ray Sylvania electronic 
lamp and a built-in sanitizer. It is laboratory-approved for 
safety in continuous use. Compact, it is available on a tall, 
sturdy stand or out-of-reach wall bracket, adaptable for 
portable or permanent installation. It operates on 110/120 
volts, 60 cycles, A.C. and plugs into an ordinary light socket. 
Operates for about a penny a day. From the Viragon Co., 
112 West 18th St., Kansas City, Mo. The company offers 
to install units on a trial basis. 


BELOW: 

ON THE MARKET. There will be available against limited 
quotas for delivery during the next three months, a new pencil 
sharpener made by Rite-Rite Mfg. Co. The pointer boasts a 
streamlined design and exceptionally hard cutters with metal parts 
cast and machined to close tolerances. Measures 4!/4 by 4!/2 by 
2!/, inches and has a low-slung transparent plastic receptacle that 
requires little attention. A perforated, knurled disc attached to 
the plastic receptacle can be turned to permit the sharpening of 
pencils of any diameter. The disc turns easily and holds firmly. 
Boxed in red and gray; with each machine is packed an explanatory 
insert designed for easy reading. In the eastern and central areas, 
Pointer is expected to retail for $3.50 and in the rest of the coun- 
try for about $3.85. Available from the pencil sales department, 
Joseph Dixon Crucible Co., Jersey City 3, N. J., or Rite-Rite Mfg. 
Co., Downers Grove, III 


ABOVE: 


FLUORESCENT FIXTURES. A new series, the Linolite 
Slimline, has been added to the engineered fluorescent fix- 
tures manufactured by the Frink Corp., 27-01 Bridge Plaza 
North, Long Island City 1, N. Y. The new units are finished 
in white enamel baked at 350 degrees F. Furnished with 
2-lamp ballasts providing instant start 200 milliamp opera- 
tion to produce maximum low-brightness light output. Avail- 
able for either two or four lamps, they can be mounted as 
individual units or connected to form continuous runs. Have 
two hinged louvre frames with special latches for easy open- 
ing or removal which provide maximum low-brightness illu- 
mination with 45 degrees crosswise and 30 degree lengthwise 
shielding. The framed glass side panels light adjoining ceil- 
ing areas to reduce contrast. Units are also available with 
all metal side panels. The 2-lamp unit is 4!/2 inches deep, 
11'/2 wide, and 97 long. The 4-lamp unit is 4!/2 inches deep, 
15'/2 wide and 97 long. Matching spot and downlights are 
available for combination and accent lighting. 
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BELOW: 


A STAINLESS STEEL CAP and a tapered 1|4-karat 
gold point are the features of this Wearever Marl- 
boro pen presented by David Kahn, Inc., North 
Bergen, N. J. Price, $1.95; a set of this pen and a 
matching Wearever pencil is priced at $2.75. 


LEFT: 


FOR THE OFFICE WORKER. The Wells Office Furniture 
Co., 725 South LaSalle St., Chicago 5, presents this new, 
portable Oculite fluorescent desk light. Over-all height, 
17'/2 inches; base 9 inches wide and. 7!/2 inches from front 
to back; horizontal arm 8!/2 inches from front to back. Light- 
ing head swings on upright 120 degrees, 60 degrees to the 
right and 60 degrees to the left, allowing the user to light 
one side or the other of the desk. Finished in highly pol- 


ished and baked brown to match walnut and mahogany 
desks or in the new modern gray to harmonize with the metal 
Plastic shade for elimination of dents. 
Polished chrome trim. Ship- 
List price $18.75. 


furniture finishes. 
Base of weighted cast metal. 
ping weight, about 7 pounds. 


ABOVE: 


MADE OF PLASTIC. A new all plastic T-square to be 
sold at a popular price is now being marketed by the C-Thru 
Ruler Co. 827 Windsor St., Hartford 2, Conn. A 24-inch 
size retails for $2.25, and other sizes will be proportionately 


RIGHT: 


THE LATEST MODEL of the deluxe Speed-O-Scope made by the 


priced. Features include edges of absolute accuracy and 
flat surfaces that allow a snug fit on top and sides of the 
drawing board. Completely transparent. Light and easy to 
handle. The arm is fitted into a specially cut recess. Avail- 
able in 15, 18, 30, 36, 42, and 48-inch sizes, and other sizes 
on special order. 


Speed-O-Print Corp., 161 Grand Ave., Chicago I!. The four adjust- 
able legs enable the user to tilt it in any direction he desires. The 
body has been molded of Bakelite in one piece. It has a ceramic 
finish glass writing bed, a parabolic-shaped metal reflector coated 
with white enamel, a 60-watt lumiline lamp, typewriter and inch 
scale at the sides, typewriter scale at the top, and a stencil button 
bar for use with all stencils having standard punching. Comes with 
extra long T-square, triangle, writing plate, 4-spring steel stencil 
clamps, stylus, and service manual. Price, $34.50; price is slightly 


higher west of the Rockies. 


LEFT: 


NEW FEATURES. The Sophisticate is the name of a new 
model in the line of Sturgis posture chairs. New features 
include the full cushion seat of Nukraft, the backrest that fits 
the natural curve of the back, easy and positive adjustments, 
and the optional Firm-Flex backrest support. Also has 
2'/2 inch thick cushion seat; under the upholstery are three 
layers of Nukraft, sterilized curled hair bonded in latex rub- 
ber in a patented figure 8 construction. The new backrest 
has two layers of Nukraft covered by upholstery. Hand 
wheels release and make adjustments of the back with a turn 
of the wrist. Upholstery is available in a variety of colors 
in genuine Versilan, fabrics, and leather as obtainable. 
Frame is of strong welded steel construction. Sturgis Infra- 
Red process baked-on enamel gives a permanent finish that 
is unaffected by cold, heat or dryness. Available in colors 
tc match standard colors of metal desks. From the Sturgis 
Posture Chair Co., Sturgis, Michigan. 
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STIK-GUM 


EMPTY CONTENTS OF CAPSULE 
™ ¢ Gal. WATER TO MAKE 
stouw SoL.UTION FoR 
Soren e Sone <2 vere. 


“ALF DOZEN Types 


ABOVE: 

FOR USE IN SEALING MACHINES. Stik-Gum, a 
combination of active chemicals put up in convenient 
capsules, should be mixed with water and used in 
sealing machines for moistening water soluble ad- 
hesive surfaces of gummed craft and cloth tape, labels, 
envelopes, postage stamps, and gummed Hollands. 
The makers say it eliminates curling, makes gummed 
tape grab instantly and hold tightly. It uses all the 
power of the glue, so that it will not slip. Stik-Gum 
sterilizes the water and prevents bacteria and mould ABOVE: 


rowth. It eliminates obnoxious odors and is non- ° 
sehenom. From the Service Industries, 2103 East an ge a The be em Co., Culver 
t'St., Philadelphia 34, Pa. ity, Calif., has developed a new package for its Tec eraser 
Somerse refills. The 2!/-inch refills are available in three selections, 
packed in clear weather-sealed tubes. One contains four 
pencil erasers, a second, two pencil and two ink erasers, and 
the third four ink erasers. All refills are 30 cents a tube. 
The weather-sealed tube protects the contents from aging 
or soiling. Packed six tubes to a simple handy folding box, 
which is labelled on the top and the end. 
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ABOVE: 

IMPROVED PORTABLE ADDING MACHINE of the 
Lightning Adding Machine Co., Inc., 543 South Spring St., 
Los Angeles 13. The company says that a mechanical refine- 
ment makes the machine foolproof. Other improvements 
include non-skid feet permitting one-hand operation and 
improved dollars and cents markings on the answer windows. 


ABOVE: 


THIS CASTER comes from Rice Bros., Inc., 2900 
Euclid Ave., Cleveland 15, Ohio. The company says 
that the patented underslung machined steel ball 
race makes it instantly responsive to the slightest 
movement. Hard and soft wheels are available. 


RIGHT: 
PORTABLE RECORD FILE. A new model of the Little 


Hercules Rollaway file with several new features has just 
been announced by Service Metal Fabricators, 2350 West 
58th St., Chicago. Frequently consulted records can be kept 
conveniently at hand. This file stands 27 inches high. By 
means of four roller casters it is quickly and quietly rolled 
out of the way; easy sliding top keeps dust out. A sturdy 
cabinet lock makes it a private file if desired. Other 
features are: heavy gauge steel construction, baked enamel 
hammerloid finish, spring-controlled follower block, guide rod 
for ordinary folders and file guides, smooth contours for 
safety. Available in olive green finish or silver gray finish 
in two models retailing for $21.75 and $19.75. 
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BELOW: 


ENLARGES RIGHT ACROSS THE PAGE. The Magni. 
Line Reading Glass can be placed right over books, binders, 
and other papers to enlarge fine print, tiny figures, and taby. 
lations. The special lens is 134 inches high by 12 inches 
wide, permitting you to read a whole line at a glance. |t 
stands on a supporting feature which has a line-indicator to 
point out the exact reading line. Made by Copy-Right 
Mfg. Corp., 53 Park Pl., New York 7. 


te en et Cat 
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ABOVE: 


INFORMATION AT HAND. The Hedges Mfg. Co., 293! South 
Wentworth Ave., Chicago 16, is offering a new line of Tip-Top 
oak ticklers to accommodate standard sized cards. These ticklers 
are solidly made of '/4-inch oak; have reinforced locked corner 
construction; two hinges on back, securely attached; rounded cor- 
ners; satin-smooth light oak finish. 


LEFT: 


OPENING ENVELOPES in a jiffy with the new 
Jiffy opener. This new Herter product was designed 
to permit every secretary to have her own letter 
opener. It sells for $6.75. The item is easy to 
operate. You simply insert the end of an envelope 
against the cylinder and then pull the lever. The 
contents of the envelope are not injured by the slight 
shearing removed. The scraps drop inside the base, 
and may be removed periodically by pulling the slide 
in the base. From the Herter Machine Tool & Die 
Works, 108-28 Springfield Blvd., Queens Village, Long 
Island, N. Y. 


BELOW: 


AVAILABLE NOW is the Aico binder of the G. J. Aigner 
Co., 503 South Jefferson St., Chicago 7. Has gold stamp- 
ing on the front cover. Contains ten sheet protectors giving 
a total capacity of twenty visual display spaces. Each pro- 
tector holds a letter sized sheet. Double reinforcement 
under the metal protects the metal and the cover and con- 
ceals the rivets used to hold the metal in the binder. 


ae 


ABOVE: 


NOW reaching the retail market in increasing quantities 
is the new Parker VS fountain pen. which features a new 
Micro-smooth 14-karat point. The pen maintains constant 
adjustment and even flow of ink regardless of the owners 
writing angle. The gold alloy on the smooth point on the 

- tip has exceptional corrosion resistance. Easy to fill. Has 
a scratch and fade-proof plastic barrel in black, blue, grey: 
and rust. Slim all-metal cap. Retails at $8.75. With @ 
gold cap, it is priced at $10. 
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BELOW: 

THE CRUSADER. The newest addition to the Waterman's 
Taperite family is shown here with the matching pencil in a new 
black-and-ivory. plastic case. Pen sells at $5, set at $8. Cap is 
made of non-tarnishing Lumalloy, light and attractive and con- 
trasting with the colorful plastic barrel. Available in four colors, 
gray, jet black, maroon, and blue. Equipped with all the features 
of the more expensive hooded-point models, including 14-karat gold 
point in wide range of point selection, Inkquaduct feed, and the 
simple one-stroke filler, and the lockslip cap. Presented by the 
L. E. Waterman Co., 344 Hudson St., New York 13. 


LEFT: 


ABOVE: 

THE BIG WINDOW of tough, clear plastic anchored in the 
lids of these handy metal containers should please everyone who 
has small parts or odds and ends to store for ready use. Known 
as Vue-Bins, these containers do away with the need for labels or 
other identification. Compact, light in weight, and sturdy. Lids 
can be removed or replaced with a short, easy twist of the wrist, 
yet hold firmly under all normal conditions. Made in both deep 
and shallow types in ten different sizes. Diameters range from I!/2 
to 3 inches and depths are from !/2 to 2!/4 inches. Outer finish is 
bright yellow bronze; interiors are silver in tone. Manufactured 
by the Buckeye Stamping Co., Columbus 7, Ohio. 


A COMMERCIAL WALL CLOCK with an unusual elec- 


trosetting mechanism. The Tork Safety-Set clock can be read 
easily without reflections interfering. Has no glass front; 
housed in a heavy spun-aluminum case. The clock measures 
16 inches in diameter across at the wall and 234 inches deep. 
The dial is almost 14 inches wide. On white and polished 
aluminum models the hour and minute hands are black with 
a red sweep second hand. Maroon models have white hands 
and numerals. The electrosetting mechanism makes resettin 

simple and safe. A small ring at the bottom of the deck 
is pulled to reset the clock. The clock is made for 110 volts, 
60 cycles, A.C. and is equipped with approved 6-foot cord 
and plug. Three models are available, two at $16.50 and 
the third at $18 each. From the Tork Clock Co., | Grove St., 
Mt. Vernon, N. Y. 


RIGHT: 


A NEW TOOL FOR BUSINESS is this portfolio-type 
Vu-Dex binder, which indexes and files up to 100 exhibits, 
and gives them the visible protection of transparent Mika- 
film window sleeves. A tray of 25 hinged window sleeves 
fits into each cover. Exhibits are slipped, back to back, into 
the window sleeves, which when flipped bring the exhibits 
into view; cannot become soiled or dog-eared. Suitable 
for real estate listings, doctors’ and dentists’ records, before- 
and-after photos of installations, addresses, route lists, 
sales presentations, camera shots. Vu-Dex binders, in dif- 
ferent sizes accommodating exhibits from 3 by 5 inches 
to 8 by 10, in black or brown Russhide covers, are made 
by Cooks’, Inc., Camden, N. J 
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BELOW: 

AT YOUR FINGERTIPS. Len-Bar Products Co., 391! Sout 
Fair Oaks Ave., Pasadena, Calif., presents the Kard-Keeper, 
This all steel cabinet measures 84g by 4!/2 by 31/4 inches: it 
has rubber feet for desk protection and a polished aluminum 
knob on the drawer. Has printed index cards with extras 
for special classifications. Comes in high-gloss baked ename| 
finish in three tones, filing cabinet green, hammertone grey, 
and hammertone brown. 


. 
; 
| 
\) 


ABOVE: 


QUAINT PAPER KNIVES made of solid brass by the 
Pearson-Page-Jewsbury Co., Ltd., Birmingham, Eng- 
land. Highly polished and lacquered, so that they 
require no cleaning. The four smaller ones at the 
left average 7 inches high and are priced at $1.70 
each retail. The three larger sizes at right average 
9\/2 inches each and are priced at $3.70 each retail. 
Sold exclusively by S. P. Skinner Co., 225 Fifth Ave., 


New York 10. 
BELOW: 
GRAY LINOLEUM desk pads to match gray steel desk 
are now being offered by Sainberg & Company, Inc. 37 | 
West 26th St., New York 10. The gray linoleum base hasa | 
smooth desk top finish and requires no blotter. Padded 
leather panels are of top grain cowhide and are tooled with 
ane | a silver border. The pad retails for $10 in the 20-by-34-inch 
_ in ar size and for $13 in the 24-by-38-inch size. 
i a 
ABOVE: 
NEW HANDICRAFT KNIFE. A newly designed knife han- 
dle, with one No. | blade installed, comes from the King 


Kut Division of the AP Parts Corp., Toledo, Ohio. It can 
take all 22 King Kut cutting edges and retails for 50 cents. 
Retains King Kut's chuck-with-the-vise-like grip; made of 
solid aluminum, with hexagon styling. Called the Kay- 
Eighty. Although designed primarily for handicraft work, 
this new knife should be useful for the many cutting jobs 
which arise in every office. 


LEFT: 
A NEW MODEL of the valve controlled Cado Fountnbrush, 


an instrument for writing, marking, and drawing on paper, 
glass, wood, wax, metal, cloth, leather, and cellophane, and 
on wet, dry, hot, or cold surfaces. The versatility of the in- 
strument is increased by three styles of felt nib points with 
which broad, medium, and fine lines may be drawn on any 
surface. Pocket-sized and finished in satin aluminum, it may 
be purchased individually or in sets complete with Cado 
Instant-Dri inks. Made by the Cushman & Denison Mfg. Co., 
133, West 23rd St., New York II. 
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RIGHT: 

PLASTIC TYPEWRITER COVER announced by the Budlew 
, 391 South Products Co., 20 East Jackson Blvd., Chicago. The large, bold 
‘ard-Keepe, distinctive letters, imprinted in white, are permanent, accord- 
/4 inches: i} ing to the maker. Belle-Vue typewriter covers are made of 
> aluminum translucent vinyl-resin plastic material and are an olive 
With extras drab color. The standard II-inch cover weighs 134 ounces, 
ked enamel and may be folded to palm siz2 and tucked away in a drawer 


corner when not in use. The cover is waterproof, dustproof 
and acidproof and will not crack or peel. The covers are 
available for portables, I!-inch, 12-inch and 14-inch type- 
writers. The Il-inch cover lists for $1. 


LEFT: 


PERFORATED DESK MEMO PAD from the Redi-Record 
Products Co., 251 Fifth Ave., New York. With no cover 
and a binding of simulated leather the price is 75 cents. 
With a gold-stamped cover and a binding of simulated 
j leather the price is $1. The leather finished plastic is priced 
| desk at $1.50. Extra fillers are 50 cents. Price includes five lines 
ne., 37 of gold stamping all the same in lots of 25 or more; indi- 
2 has a vidual names are 25 cents each. All prices are net. Over- 
Padded ; all size, 8 by 6!/2 inches. Available in brown, green, and 


od with maroon. 
34-inch 


LEFT: 
FOR MAKING MINIATURE PHOTOGRAPHIC COPIES of news- 


paper articles, charts, magazine articles, graphs, advertisements, con- 
tracts, bills of lading, drawings, correspondence, estimates, time 
records, leases, photographs, reporis, invoices, and payrolls, the 
Mini-Record, distributed by the Haloid Co., Rochester 3, N. Y., is 
perfect. The machine makes photographic copies measuring 2% 
by 3'/2 inches, on 100-foot continuous rolls of sensitized paper. It 
copies anything written, printed, drawn, or phetographed, and 
makes an exposure every 4 seconds. No photographic knowledge 
is necessary to operate the machine. It makes either right-reading 
or reverse-reading images. The unit consists of a copying table, 
lighting system, and camera. 


RIGHT: 


BACK AGAIN. The Swan Pencil Co., Inc., 221 Fourth 
Ave., New York, is once more offering the well known Othello 
indelible water color pencils, packaged in a gift box hold- ‘ aE 
ing 12 assorted colors. The pencils are recommended for RR OT denials ORO RRR TEN " ii 4 
am drawing, painting, and business use. The company says the pa. Ste. AS Eee ey 
pencils have strong, uniform leads, and intense, brilliant hues. 883 sanittr i O1RO IOC Si0 enna, 
A box retails for $1. cami . ema 5 


OFF:CE MANAGEMENT AND EQUIFMCE?!7T 59 


[ : ie i . . 
iy s ~~ a 7 ; 
} a 4 oe ge Ss P 
| a Te SS CT Pare ts 
= {7 — 2 
TTOne grey, | s a Bc: Z ad > \ =. us 
} . oe 4 me " a J * > 
2 be ae Pa a i 
ze Ss ‘oo: & | 
i Se a ot, vy 
1 a te <2 ui? ' 4 
i ig + OF; é “SN ry 
} x a = ay 3 . ‘ 4 
‘+ ~~ Lae PR, q 
aa TST ee wv rm 
} . 
\ eos . { 
a" [ ga) fe: i 
\ Bee . 
' ee ne i 
sae ’ : i 
: . } cas - a é _ 
\ ‘3 —_— 
> \ er oe | 
| : | 
' % H 
' 7 
a 
/ ‘ | 
wi PS... Lt = é 
ag pe i’ i. 5 a c 
a 
—- |. 
 _ aa 
eel ee 
—',, . —a | 
BB 1 bao ONE L1G 9S SSS renee 2 
nenees © A i ONE LOS SEC. ennai = 
oo : - : 
947 Bilben1.947 ¥ ¢ 
“Se OO e—SSCSC‘(CSSCts ' 
rz 
an ‘ i g . esses 
‘ape ae a ie ae J ee ety te Sa ae = 5 so bs 


2 PV BLOPEVER = 


«wilh MAGNIFIER 


ABOVE: 

A DISPLAY CARD carrying the Envelopener, a plastic 
envelope opener with a magnifying lens in the handle. Made 
by the Sterling Plastics Co., Union, N J. Modeled of 
Loalin polysterene; light and flexible. Comes in transparent 
colors, red, green, amber, and clear. The 4-power lens is 3 
inches long. Retails for 10 cents. 


ABOVE: 

YOUR TELEPHONE SECRETARY. When placed 
under your phone, the Tel-Sec holds pad and pencil 
ready for instant use. The item is constructed of 
metal that matches the phone. The handy, pull out 
slide remains rigid and requires no support when 
pulled out for writing. It can't scratch delicate sur- 
faces. Two types of Tel-4ec: are available. One fits 
the oval base telephone ~.d the other (illustrated) 
fits the mewer square base telephone. Retail at 
oo From Lanko Sales Co., 6774 Taft, Detroit 8, 
Mich. 


BELOW: 


A NEW MODEL. The Stark Sound Engineering Corp., 
616 High St., Fort Wayne, Ind., now has available for im- 
mediate delivery the six station push button model inter- 
communication system. Sufficient power for operation up 
to one-half mile. List price of $39.95, tax included, includes 
the master station, one substation and 50 feet of three con- 
ductor wire. Extra substations are available at $10 each 
with 50 feet of three conductor wire. F.o.b. Fort Wayne. 


BELOW: 


PAPER WEIGHT for the busy man. The Service Products 
Division, 2035 South Calumet Ave., Chicago 16, is introduc. 
ing a new desk accessory called the Service Topper. The 
Topper has been designed to stop prying eyes from reading 
confidential correspondence and to prevent gusts of wind 
from blowing papers about. There are two styles available, 
natural walnut brown finish and Spanish grain finish. Made 
of tempered Presdwood; measures '/g by 8 by 10 inches. 
Equipped with streamlined ball type handle. 


c 


BELOW: 

A CLEAR CHANNEL STAPLER, the Mercury stapler, 
manufactured by the Consolidated Wire Products Co., 145 
Spring St., New York. The removable head allows the chan- 
nels to be completely opened from front to rear, permitting 


instant, quick removal of defective staples or foreign sub- 


stances. A flip’ of the fingers converts 


tacker. 


the stapler to a 


There is a three-way anvil for stapling, pinning, 


and temporary stapling. Holds a full strip of 210 standard 


staples. This is an all chrome model. 
chrome and black. 


RIGHT: Taser ot 
A NEW ITEM in the bankers line of the BANK 

Northern States Envelope Co., 300 East 4th 

St., St. Paul, Minnesota, is the Deposit Receipt DEPOSIT 

Case. Designed for use by banks using the RECEIPT CASE 


new machine recording methods of entering 
bank deposits, this handy carrying case enables 
bank customers to keep their receipts together 
until checked with the statement at the end of 
the month. Made of durable Leatherfibre, this 
pocket case is available with bank name im- 
priat. 
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Also available in 
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Made A DOUBLE UTILITY FEATURE. The Cir-Q-Laire is a new air- 
ches. circulating and room-cenditioning unit with a double utility feature. 
it is a combination exhaust and cooling fan for all-purpose use. 
Placed in a window as an exhaust fan, the Cir-Q-Laire draws out 
hot, humid, dank, or stagnant air, and unpleasant odors from 
the room, and allows fresh air to enter and circulate. Turned 
about and placed anywhere in a room the Cir-Q-Laire becomes an 
eficient cooling fan. The unit is sturdily-made, light in weight, 
and powered by efficient fractional horsepower motor, 110 V. 60- 
cycles, A. C. at negligible operating cost. Made by Cir-Q-Laire } 
Co., Inc., 60 East 42nd St., New York 17. 
| 
ABOVE: 
A COMPLETELY automatic computing parcel post scale, 
the Detecto Post-O-Meter, has been announced by the 
Detecto Scales, Inc., | Main St., Brooklyn, N. Y. Available 
for immediate shipment. The computed result on the il- 
luminated drumchart is made visible by the zoning keyboard. 
Only the computed figure comes into view. Accurate for 
weights from two ounces to seventy pounds. A shock-ab- 
sorbing mechanism cushions the fall of the package on the 
scale and saves the scale from wear and tear. The zoning 
BELOW: keyboard at a 45-degree angle, makes the Post-O-Meter 
FOR THE SPORTSMAN'S DESK these duck head paper useful in countersinking in a conveyor type or progressive 
ler, weights will come in handy. They are available in two system. Has an adjustable leg. The drumchart is replace- 
145 colors, a mottled white and a two tone brown. Manufac- able should rates change. 
an- tured by the Mejestic Molding Co., 805 West River Rd., 
ing Elyria, Ohio. Molded of Tenite, a tough plastic. The head 
is cemented to a flat sand-filled base. These duck heads 
are the same as those used on the company's hunter's decoys. 
b- ABOVE: 
% A NEW OFFICE FILING STOOL equipped with 
i quality, hard rubber casters, to make it easy to move. 
" It has a 14-inch steel seat, available with or without 
- a tempered Masonite insert. It is 14 inches high. 
The sturdy tubular legs are rigidly secured by a cir- 
cular brace that makes it practically unbreakable. 
The finish is taupe oven-baked enamel. Made by the 
Royal Metal Mfg. Co., 175 North Michigan Ave., 
Chicago |. 
RIGHT: 
SIX-COLOR MERCHANICAL PENCIL developed by the Ross- 
Frederick Corp., Old Country Rd., Mineola, N. Y., after exhaustive 
research. Suited for the needs of ergineers, students, architects, 
draftsmen, traffic clerks and designers; same size as ordinary me- 
chanical lead pencil; light weight. Strong leads within the stream- 
lined barrel are quickly selected by simply adjusting the metal clip 
SE attached to the head. Instant lead sight selection is afforded by 
small colored dots imbedded in the pearl gray, shatter-resistant 
barrel. To prevent lead slippage, a three-section metal chuck holds 
the chosen lead firmly in writing position; even if accidentally 
dropped or hit while extended, the chuck does not bend or break. 
Both lead and chuck recess into the barrel when not in use. Pack- 
aged in a modern green container. Each pencil is protected by a 
: heavy transparent cover. Six extra replacement leads are furnished 
| with each pencil. Lead colors include red, blue, yellow, green, 
hard black, and soft black. Price, $6.95. 
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RIGHT: 
CONVENTION DISPLAY. This is the display 


of Counterboy tape dispensing machines at the 
recent AMA Packaging Convention. Counter- 
boy tape dispensing machines are made by 
Better Packages, Inc., Shelton, Conn. 


RIGHT: 

AT THE SHOW. This is the exhibit of the 
D. L. Ward Co., 401 North Broad St., Phila- 
delphia, at the recent show of the Office Equip- 
ment Association of Philadelphia. The show 
was held at the Bellevue-Stratford Hotel, Phila- 
delphia. 


saesesessysssysie 


PAPERS 


come ee _L. WARD COME 3 NY 


LEFT: 

SPONSORS A UNIT. The first manufacturer in Grand Rapi 
Mich., to sponsor a unit of the National Guard is R. C. Allen Bag 
ness Machines, Inc. Shown here are Capt. Thomas E. Lane. es 
manding officer of the regimental headquarters company of 
126th Infantry Regiment, right, receiving a check for $100 frum 
R. C. Allen, president of the company. Others in the picture, ial 
to right, are: Sgt. Wallace J. Blair, commmunications sergeant 
the company; Maj. Adolph H. Phillips, regular army instructor 
the regiment, and Col. Claude L. Barkley, regiment command 


| NW BROAD STREET PuILADELP 


LEFT: 


MANAGEMENT EMPLOYEE COMMITTEES. 
One of the oldest emplicyee groups which peri- 
odically reports to its management is the 
Crest Club of the McBee Co., Athens, Ohio. The 
board of governors of the group, which recently 
held its semi-annual meeting at the main plant, 
has appointed a sub-committee to discuss with 
management problems of mutual consideration 
concerning sales policy and new products. Mem- 
bers of the board of governors, left to right, 
are A. R. Wood, New York; F. E. Betz, Colum- 
bus, Ohio; A. G. Van Loozen, Detroit; H. F. 
Augustine, Green Bay, Wis.; Fred Hocker, Har- 
risburg, Pa.; F. W. Patterson, Greensboro, N. C.; 
and E. H. Edling, New York. 
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PURCHASING AGENTS' NEW DISTRICT VICE-PRESIDENTS, PAST PRESIDENT, AND NEW PRESIDENT 
Standing, left to right: District 2, C. S. Worley, Consolidated Gas Utilities Corp., Oklahoma City, Okla; District 1, C. C. Pingree, 
Whitmore Oxygen Co., Salt Lake City, Utah; District 9, J. C. Andrews, American Hardware Corp., New Britain, Conn.; District 3, Paul 
O'Brien, Frank Adam Electric Co., St. Louis, Mo.; District 5, G. A. Ireland, National Paper Goods Ltd., Hamilton, Canada; District 4, 


A.N. Phillips, Schwitzer-Cummins Co., Indianapolis, Ind. 


Seated, left to right: District 7, W. E. Rier, Rotary Lift Co., Memphis, Tenn.; George W. Aljian, California & Hawaiian Sugar 
Refining Corp., Ltd., San Francisco, Calif., past president; Garnet T. Dickson, Goodyear Tire & Rubber Company, Ltd., New Toronto, 
Canada, new president; District 6, L. A. Anderson, Twin Coach Co., Kent, Ohio; District 8, H. W. Macintosh, L. O. Koven & Bro., Inc., 


Jersey City, N. J. 


Purchasing Agents Convention 
By Kimball Darby 


x A FIRM NOTE of confidence in the future 
was apparent at the thirty-second annual Inter- 
national Convention of the National Association 
of Purchasing Agents, held at the Waldorf As- 
toria, New York, June 2nd, 3rd, and 4th, with 
little fear of a businéss recession in evidence, 
although the consensus was that prices in most 
fields would come down. 

The convention, largest in the association’s 
history, elected Garnet T. Dickson, Goodyear Tire 
and Rubber Co., Ltd., Toronto, president for the 
coming year, succeeding George W. Aljian, Calli- 
fornia & Hawaiian Sugar Refining Corp., San 
Francisco. 

“Although it is necessary for prices to come 
down, it does not follow that we must have 
either a severe or a lengthy recession to accom- 
plish this end,” said David M. Meeker, of the 
Paraffine Companies, Inc., New York, president of 
the Purchasing Agents Association of New York, 
in his weleoming address to the 3,000 purchasing 
agents. Mr. Meeker stated that this opinion 
was the consensus of his New York associates, 
and advanced the thought that as purchasing 
agents his audience could do much to “spread a 
positive, optimistic doctrine throughout the land, 
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in opposition to the many negative and pessimistic 

reports which lately have become so frequent.” 
The convention theme was “How Much?— 

When?—For How Much?” symbolizing the major 


George A. Renard, the secretary-treasurer of the 
National Association of Purchasing Agents. 
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objective of all purchasing men, particularly in 
the period just ahead. 

The Jade and Basildon Rooms, Astor Gallery, 
and East Foyer of the hotel housed the Inform- 
A-Show, a collection of a wide variety of exhibits, 
which was heavily attended during the conven- 
tioners’ out-of-session time. 

Roy C. Haberkern, of the R. J. Reynolds To- 
bacco Co., Winston-Salem, N. C., a past president 
of the association, was awarded the Shipman Gold 
Medal, the outstanding award in the field for dis- 
tinguished service in the advancement of pur- 
chasing. 

The purchasing agents returned home aware of 


*% THE Society for Abolishing “Dear” in Busi- 
ness Letters, which has headquarters at 111 East 
Delaware Pl., Chicago, reports a doubling of mem- 
bership and much publicity in national publica- 
tions on its campaign to do away with the conven- 
tional “Dear.” 

“Most encouraging is the character and enthu- 
siasm of those joining the ‘crusade,’ ” says Dolores 
C. Hillenbrand, executive secretary. ‘You'll be 
interested to know that it’s the heads of com- 
panies or top executives who join first, it seems; 
over half our members are in this category. There 
are cases where department heads have taken the 
initiative and their enthusiasm has bubbled up- 
ward, influencing adoption of the Society’s pre- 
cepts as company policy. 

“Indicative of the spread of the movement we 
now include in our membership one large business 
association, nine radio stations (three in Can- 
ada); thirteen advertising agencies, eight pub- 
lishers, three educators, two doctors, one famous 
poet, and several nationally known artists, writ- 
ers, industrial designers, and architects. The 
membership, however, is chiefly made up of pro- 
gressive executives in many branches of Ameri- 
can business and industry. 

“Letters we get have the friendliest sound and 
they don’t lean on antique expressions to begin or 
close. We’ve been asked for examples. Here are 
a few: 
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the necessity of re-assaying supply and dema 
possibilities for the next few years in the lig, 
of potential consumption for that period, mip 
the excessive post-war buying rush for the py 
pose of building depleted inventories both 
manufacturing and distributor levels. There y, 
also the feeling that the post-war consumptic 
level for basic raw materials, even without ¢hj 
inventory buying, will remain considerably abgy, 
pre-war levels of per capita consumption. 


Regarding a recession, purchasing men gen, 
ally did not anticipate any price collapse simily 
to that in 1921. 


Foes of 
“Dear” 
Join Crusade 


(a) Glad to hear from you Mr. : 
(b) Thank you Mr. : (c) It’s a wor 
derful idea Mr. : 

“Many use no salutation, but set off all or par 
of the first sentence, including name of addresse. 
sometimes letting it continue in body of letter. Th 
usual solution is just dropping “Dear”. (M 

:) or (John:). 

“As to closings we advise: Try to write letter 
as you would speak; close with a sentence that i 
a logical, friendly ending, and if other words seet 
superfluous—they are! Here are a few last set- 
tences to letters received recently : 

(a) Now following your custom. (Signature). 
(b) Believe us, we really want to help. (Sign 
ture). (c) Saying ‘Sincerely Yours’ is as absurd 
as ‘Dear’ and wouldn’t make this letter one bit 
more sincere than I mean it. (Signature). (d) 
—Signing off for now—more later. (Signature): 

The aims of the Society: 

(1) To urge dropping the “meaningless” word 
“Dear” in salutations of modern business letters. 

(2) To encourage abandoning “other antique 
correspondence customs”; fostering of more Col 
versational tone. 

(3) To promote use of better closings insteal 
of the usual trite phrases. ' 

(4) To provide members with stamps carry 
the replica “Let’s drop ‘Dear’ ” in business letters 
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A New York City Chapter, American Savings & Loan Institute class in session 


STAFF 
TRAINING 
PAYS 


By Grace Buckley 


*% TO MAKE CERTAIN that al! its employees 
enjoy the opportunity for development and ad- 
vancement, the Franklin Society for Home 
Building & Savings, 217 Broadway, New York, 
encourages their enrollment in the many late 
afternoon and evening courses in business and 
banking subjects offered by the Savings & Loan 
Institute. 

The centralized, expert instruction that the In- 
stitute, which has headquarters in Chicago and 
chapters in every large city in the United States, 
makes available to its supporting member organ- 
izations is especially interesting since, in the 
opinion of John H. Larkin, assistant vice-president 
of the Franklin Society and a past president of 
the Institute’s New York chapter, it is equally 
adaptable to other business fields. 

From 60 to 75 per cent of the personnel of the 
Franklin Society enroll in the classes. Keen in- 
terest in company activities fostered by this in- 
struction increases their value as workers and 
effectively prepares them for officerships in this 
organization or in others in the same field. 

With a large percentage of its personnel study- 
ing the business in which they are daily engaged, 
the Franklin Society finds that turnover and 
training costs are kept at a minimum, while em- 
ployees are shaped for higher position and execu- 
tive functions. Good feeling and cooperation are 
naturally furthered. So high is the value that the 
management places upon dynamic instruction ac- 
complishing these objectives that the Society 
regularly pays the entire tuition for all em- 
ployees completing any courses they may choose 
and earning passing marks. 

Many of the officers of the Franklin Society, like 
Assistant Vice-President Larkin, trained for their 
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present positions at the Institute and hold di- 
plomas awarded for the completion of the five- 
year course of instruction, as well as certificates, 
earned in three years. Mr. Larkin is one of many 
executives who maintain an active interest in the 
Institute and still enroll from time to time in 
the new courses offered. 

The caliber of its instruction is one important 
factor in popularizing its courses, he points out. 
Instructors conducting its classes are on the staffs 
of such institutions as Columbia, New York Uni- 
versity, Massachusetts Institute of Technology, 
and the College of the City of New York. 

The support of members in the savings and loan 
field, including most of the larger organizations, 
enables the Institute to maintain its high stand- 
ards. Members are billed in proportion to size. 
Subjects are carefully selected for live interest 
and practical helpfulness. In some instances they 
are rotated yearly to keep interest fresh. 

The course in savings and loan principles is 
especially’ recommended to newer employees by 
the president of the Franklin Society, William J. 
Dwyer, when he addresses the entire personnel 
at the annual January banquet and dance. This 
course includes such material as the adjustment 


BRIGHTENING UP THE OFFICE 


Wall paper enters the office, to help lighten its usual somber atmosphere. A muted pastel flowered 
paper provides a good background for this gay and inspiring office. 
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of the employee to special conditions characteriz. 
ing this type of business, its history, operation, 
contacts, general office procedure, qualifications of 
officers and directors, advertising, public relations, 
and 80 on. 

Besides urging enrollment in this fundamental 
course, the Franklin Society’s president empha. 
sizes the benefits of Institute instruction for aj] 
employees as one of the surest avenues leading 
to advancement. 

Courses in public speaking, office procedure, 
and customer relations are included in the curri- 
culum, with such specialized subjects as prelimi. 
nary and advanced public savings and loan 
accounting and bookkeeping, and real estate law. 

Students of public speaking gain proficiency 
by making addresses before their classmates, and 
a public speaking contest at the end of the year 
adds to the lively interest of this course. 

The course on office procedure and customer re 
lations covers such topics as office deportment, 
“the staff and the boss,” the handling of corre 
spondence, and correct telephone usage. 

The Institute’s annual convention, attended by 
officers and students, is both an educational and 
social event. 
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NEW! “Patented Dispenser Box” 
MAKES FILE FOLDER LABELING EASIER 


FEED Ri6ur WTO * , ei : gn y Vy 
or 4 ae” s fA Ne £0 


WONT CURL, As. 4 
$0 EASY To Use. G 


Give You All These 
Advantages! 


FANFOLD GUMMED 
LABELS, long a favorite for 
labeling file folders and 
many other uses, now come 
to you in an exclusive 
modern package with 


Patented dispenser box e Can't takes erasures ¢ Quick-stick Cellophane window-end 
roll, tip or spill ¢ Cellophane = ¢ Can’t curl or stick together for quick color selection 
window-end for quick color se- Rolls into typewriter « Folds and with patented pull- 


lection ¢ 9 colors for filing clas- back into box. 


, A ~ out tray that enables you 
sification « Fine bond paper 


to feed up to 500 labels 
continuously into the 
typewriter. 


FANFOLDS come in 9 
colors—and secretaries or 
file clerks, here’s a tip for 
you. For flash-finding of 
| file folders, use different 
TR | colors...white FANFOLD 
SN LABELS for letters, blue 
~ | FANFOLDS for bills, ca- 
nary FANFOLDS for con- 
tracts, and so on. 


| 
| 
| 
\ Stationers 1 4 
\ ern time- -saver . ) NFOLD 
\ this container. ge poem 
\ LABELS today- pena - 

ou will be a . 
- lager the work ne nf fold 

e' 

labeling- 


* sa Furniture 
_ +  <pemenees 
FANFOLD GUMMED LABELS i Stationers’ Supplies 
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Purchasing Agents @ Office Buyers 
NOW YOUR ATTENTION 
SS 2 


SS NO MISTAKING S AV ¢ 


WORSTOCRACY 7 
y MONEY (Your duplicating 


costs can be minimized by 
direct buying). 


TIME (Your procurement 
headaches can be relieved 
by purchasing from this one 
source of supply). 


LABOR (Your copy-repro- 
duction problems can be 
solved by having your opera- 
x with quality mate- 
rial). 


RECORD CARBONS 


a RIBBONS A COMPLETE LINE 


OF SUPPLIES 


FLUID DUPLICATOR 
| DIRECT PROCESS SUPPLIES 
a 


e@ Type and Platen 
Cleaner. 


© Stencils—Blue, White, 
Yellow. — Heavy or 
light coated, 


© Stencilrite Sheets 

© Stencil Typing Plates 
® Stencil Inks 

® Correction Fluid 

© Stencilrun Papers 


teres 
| 
| 
> 


Run Papers 
Copyinx Hand Cleaner 


GELATIN, 
SUPPLIES 
| | 


® Gelatin Rolls 


© Gelatin Films 
© Writing Plates ® Hecto Ribbons 
© Styli © Hecto Carbons 


© Lettering Guides 

© Shading Screens 

© Copyscopes 

© Stencil Filing Cabinets 


® Copyinx Hand Cleaner 

® Original Master Paper 

© Fastbrite (Coated) 
copy papers 

® Recordrun papers 


Special Offer to Inquiries 
The many “processes” of duplication and the degree 
to which they may be employed prevent our making 
an offer without solicitation (from you). Let us 
know the process and extent of your duplication 
work and we will submit an offer that cannot be 


equalled by any other supplier. 
COPY PAPERS Inc. 


_ 700 WEST LAKE ST... .CHICAGO 6, ILL. 


‘De Ht Right with Copy brite” 


Offices in All Principal Cities 


\ 
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Avoid Headaches 


(From page 38) 


Another aspect of labor relations with which 
office management should be familiar is covered 
in the Federal Anti-Injunction Act, better known 
as the Norris-LaGuardia Act. Briefly, the regula. 
tion relates to the issuance of injunctions by Fed. 
eral courts in labor disputes. 

Of interest to every office management execu. 
tive should be the “Handbook of Federal Labor 
Legislation” published by the Division of Labor 
Standards, U. S. Department of Labor. It contains 
data on this Act. Copies of the handbook are 
available from the agency upon request. The of- 
ficial Number is No. 39. 

It is vitally important for office management to 
be as familiar with State labor relations acts 
and State wage-hour laws as they are with Fed- 
eral regulations. They should know about state 
minimum wages; maximum hours, working con- 
ditions for women, minors’ child labor, and em- 
ployees’ facilities. Also, in some states there are 
anti-discrimination laws to be reckoned with. 

In these days, it is essential for many office 
management executives to know something about 
union contracts and collective bargaining. 


How Do You Bargain? 


Do you know how to bargain? What strategy 
and successful techniques to apply? What pit- 
falls to avoid? Do you know how to collect data 
and statistics that relate to this problem? Do you 
know how to draft an agreement? How to put 
the contract into operation? 

Certainly the executive should possess a check- 
list of vital points to consider prior to, during, 
and after the conference. Do you understand 
contract clauses and know how to make an analy- 
sis? Have you studied specimen contracts which 
will enable you to obtain an over-all picture of 
what constitutes a good contract? Above all, are 
you familiar with the labor relations terms and 
phases used in labor negotiations—both non-legal 
and legal as well as technical? 

Every office management executive realizes that 
there is a labor relations factor in job evaluation. 
Job evaluation programs should be as clearly un- 
derstood by the workers who have only a grade 
school education as by those who are college grad- 
uates. Experts in labor relations agree that there 
are often pitfalls in job evaluation programs sold 
by firms of engineers. Government agents have 
found many things wrong in some such programs. 

Job evaluation programs should meet full com- 
pliance of all wage and hour regulations, State or 
Federal, or trouble lies ahead. 

Office management should know what are the 
legal requirements for qualification of pension and 
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Parker Quink 


Have you ever made a test to find the best ink 
for your office? 

Try it... you'll find there’s a world of dif- 
ference in inks. Some gum and clog, some 
fade easily, some will ruin pens and equipment. 

But you will find that Parker Quink pre- 
vents metal corrosion and rubber rot because it 
is the only ink containing pen-protecting solv-x. 

Solv-x actually stops pen troubles before 
they start! 

- Quink with solv-x is America’s biggest selling 
ink—a brilliant, smooth-flowing, fast-drying 


Copr. 1944 by The Parker Pen Co. 


PARKER QU/NK 
Ye only ink coviltining SUUK 


STANDARD EQUP ENT’ § 
/ | 


a FP x F- 


“<e\ 


with Solv-x! 


writing fluid that is ideal for every office use. 

Quink won’t fade! Even after hundreds of 
hours in blazing sunlight, records written with 
Parker Quink stay clear and sharp. It resists 
water—it photographs perfectly! 

And it costs no more than ordinary inks! 
Give Quink a trial—see for yourself why it is 
“standard equipment” in so many big offices. 

Full range of colors; 4 permanent, j wash- 
able. At all good dealers and supply houses. 
The Parker Pen Company, Janesville. Wis- 
consin and Toronto, Canada. 


FREE: 


Attractive, colorful booklet 

that shows-all, tells-all about ‘at 

Quink with solv-x. Filled wage 

graphs, and testimonials . . . proof of Quink’s superi- 

ority. A handy selling aid you'll want to show your 
prospects! Write: The Parker Pen Company, Dept. 

7, Janesville, Wisconsin . . . for your free copy today! 
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SAVE MONEY BY SAVING TIME— SAVE 
TIME BY ELIMINATING WASTE MOTION 


cet WATTS: cov approven 


aa 


1s oe 


WITHHOLDING STATEMENTS: 


EASY TO USE SNAP-APART STYLE 


With a Watts Snap-Apart Style W-2 Form you save 20 
to 40%, of your typists’ time. Eliminate the tedious, time- 
consuming task of collating 4 or more Forms with 3 or 
more carbons. Eliminate repetitious typing of the em- 
ployer's name, address and S.S. number on each set of 
forms. Use Watts Snap-Apart Style W-2 Withholding 
Statements which come already imprinted with employer's 
name, address and S.S. number and are interleaved with 
carbons. Just one typing operation, then snap out all the 
carbon copies and you have: 2 copies for employee, | 
copy for Government, | copy for your files (and fifth copy 
is available for State & City returns if required). 


EXCLUSIVE WATTS FEATURES 
e Employee's two copies are held together by special stub 
e Important information and instructions are printed in red 


e Watts opaque specially designed window envelopes — 
marked "Strictly Confidential” and printed corner card 
are also available at low cost 


NO INCREASE IN PRICES 
Regular 4-Pari Sets 


A FREE SAMPLE 


ost Per M 
WILL CONVINCE YOU! | 100 sets $9.10 1000 sets @$23.00 
SEND FOR YOURS | cosets ta.i0 S000 20% @ 17.50 


800 sets 20.80 10000 sets 16.00 
Larger quantities — lower prices 


TODAY! 


STATIONERS: WRITE TODAY FOR TRADE 
DISCOUNT, SAMPLES AND DIRECT-MAIL 
LITERATURE FOR CIRCULARIZING YOUR 
CUSTOMERS. 


ALFRED ALLEN 


WATTS 


COMPANY, INC. 


SINCE 1897 


216-8 William Street, New York 7, N. Y. 
OFFICE MANAGEMENT AND EQUIPMENT 


profit sharing plans and the effects of taxatigy 
upon such a plan. Do you know the Inter 
Revenue Bureau’s position on such plans? 


Penalties 


Employers who give false information to Fef 


eral agencies may be fined and jailed pursuant r 


the False Information Act. Under the False fy 
formation Act, employers may be fined $10,09 
and imprisoned up to 10 years. 

Office management cannot afford to depend @ 


what happened yesterday or a year ago to guidam 


Government regulation of business ¥ 
You must 


policy. 
a never-ending, changing process. 
know the situation today. 


Violations from Mis-Classifying 


Despite the fact that the Fair Labor Standards 
Act has been in effect for several years, employers 
have made mistakes in paying overtime to salaried 


_ workers, simply because they do not understand 


/ mental releases and union publications. 


how to compute overtime pay properly. Briefly, 
when a salaried worker works irregular hours, 
pay rate for overtime purposes is computed by 
dividing the weekly salary by hours worked in 
any given week, and paying an extra half time, 
at the specific rate, for all hours in excess of 40 
worked by the employee. 

In many cases, a large number of wage-hour 
violations result from employers mis-classifying 
employees as “executive” and “administrative” 
workers. Unknowingly they do this by not fol- 
lowing the legal test given by the Wage-Hour Di- 
vision for qualifying for an exemption. Just be 
cause a worker gets $200 per month he is not 
necessarily qualified for exemption. He must meet 
other white-collar legal requirements. 

Do you know how to do business with the 
Government agents? Do you know what is a 
wilful violation? Do you know the allowable 
cause for discharging a veteran after his first year 
of employment with your company? Do you 
know if you can fire your foremen? A good 
office management tip is to read official govern- 
Do you 


know the tax status of wage act penalty payments 
| and restitution? Do you have accurate and ade- 


quate records? 


UNRRA Personnel Available 


Business organizations anxious to contact experienced 
persons in the field of office management, market research, 
traffic and materials control, expediting, sales, purchasing, 
warehousing, shipping, and fiscal operations, should contact 


| Hiram Milton, chief of the United Nations Relief and Re- 


habilitation Administration, Field Liaison Section, 1344 Con- 
necticut Ave., Washington, D. C. He will put the organiza- 


* tion in touch with employees of UNRRA who are returning 


to the United States from overseas. 
The UNRRA is ending its operations and its employees are 


| therefore available to private employers. 
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outstanding features 


“The BROWNE-MORSE. 


Glid 
’ cae. , smooth perfo 


greater durability ’ 
increased F. Q. 


What's the F. Q. (filing quotient) of your filing 
operation? It can be measured by the efficiency, 
accuracy and capacity of your filing clerks. It’s an 
important part of your business and a measurable 
cost of your business operation. 
Browne-Morse Glider Files help to increase the 
F.Q. of your filing department. Only a 5% ounce 
is required to open the drawer of a Browne- 
Morse Glider File. This factor alone greatly reduces the fatigue factor in 
ing . . . permits your filing clerks to file more accurately . . . increases 
their capacity. This plus the many other outstanding features of a 
Browne-Morse Glider File cuts this measurable cost of your business 
operation. The smooth performance, durability and dependability of 
Browne-Morse Glider Files make them the best designed, best engi- 
neered and biggest value on the market today. Check the features below: | 


The extension arir on Browne-Morse files carry a fully loaded drawer swiftly, silently 


and easily on six case-hardened steel balls strategically fitted into the extension arms 
Key to BROWNE-MORSE with engineered ball running ratios. No lubrication required. 
li di ti Bearing Type Raceways. The contour of the balls exactly fits the contour of the 
g& l ing action raceways of the extension arm. This scientific bearing feature eliminates the possibility 
; of excessive wear... prevents the drawer from sticking or jamming. 


Just a slight movement 
of the handle up or 
down releases the 
drawer catch. No push 
buttons or levers, no 
pinching, no clothes - 
catching projections. 
The new hardware is 
beautifully designed 


plete new bulletin 


on the Browne-Morse Hl ' 
Glider File. Learn “sag, * 
“mm 


wen Browne-Mlorse nnn sess J 


your filing operation. 


Architects of Efficiency for America’s Office Write for the com- = | 
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YPEWRITER RIBBONS 


Take the WRITE Path 
for better looking letters 


Because the letters you send out repre- 
sent your company—you want them to 
look “tops”. That’s why so many of- 
fices specify WRITE for Carbon Papers 
that give you clean copies, more copies 
. . . WRITE for Typewriter Ribbons 
that wear longer, and produce clean, 
uniform, easy-to-read letters every time. 
Insist on WRITE or satisfied workers 
. . . better work. 


eae 


Ask your dealer, or write us today 
for Free samples and attractive 
prices. 


Immediate Deliveries 


“= 
SR 


ee ee 
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WRITE « % “sume. 
INCORPORATED New York 17, N. Y. 
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New Display Rooms 


(From page 44) 


acid, alkali, grease, and all stains. The new plastiehgim 
material, only recently on the market, is being byl 
used by Biow Associates in most of their offigs 
planning, not only because of its remarkable re 
semblance to leather, but for its long-wearing 
qualities—an important factor in designing furpj. 
ture for use in public buildings. 

The gas company’s appliance sales demon 
strators have the use of a special built-in desk 
that seats four and is based around another 
column. Each demonstrator has an_ individual 
drawer for personal use, but the rest of the con. 
cealed desk space is devoted to cabinets. The 
rounded construction eliminates corners while al] 
outer edges are fitted with curved panels. 

Another unique design in individualized furni- 
ture construction evolved by Mr. Biow is desk& 
equipment for a Home Service Center that makes 
use of two levels—a low one for consultations with 
one or two individuals while seated, and a higher 
level for standing groups. For the convenience of 
patrons, there is a stand-up writing desk of ply. 
wood, covered with cigarette-proof satin-black 
Formica hardened to steel plates. The desk is sup 
ported by walnut-veneered plywood brackets, = 
Smaller sit-down desks are provided in the cash = 
iers’ area. = 

The built-in desks and the Home Service Cammy 
ter desk are all custom-made jobs built to Mama 
Biow’s specifications and planned to complemenil 
the Fletcher desks. The library table used in thay 
waiting room also is a Biow design. 

The newly decorated showroom of the publi 
utility company now provides the utmost in cum 
tomer convenience, as well as an attractive setting 
for display of modern gas appliances. 


—_ 


— 


- 
— 
— 
—_— 


— 
— 
_ 
~- 
_ 
~_— 
— 
- 
-—— 
— 
ae 


Tools for Shippers 

Better Packages, Inc., Shelton, Conn., are distributingy 
a tape chart for packing or shipping rooms. It gives shipper 
and packers a quick-reference visual guide concerning cor 
rect and necessary long and short tape lengths for various 
sized cartons. The chart is 22 by 34 inches in size and is 
printed in green on sturdy poster paper. 

The company also has available a 16-page brochure which 
gives much valuable information on the proper use o 
gummed tape and packaging to prevent loss in transit. . 

fu 


Filing Association Closes Season 
The last meeting of the season for the Filing Associa- 

tion of New York was held on June 9th. Grace Eden, 
director of the John Robert Powers Home Course, spokey 
on Selling Yourself. j 

Miss Eden, who is also beauty counselor, lecturer, execuay 
tive editor of Mayfair and director of a radio program, had 
many helpful hints to girls preparing for business careers. § 

After the more serious part of the meeting, Miss Gertrudegy 
Neidlinger, musical impersonator, entertained with satire 
and caricatures which she calls Musical Mishaps. 

The organization will resume its meetings in September. 
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Bhieeloe oFo Blowly: A Line of 

Polooe Bieleablse | Filing Equipment 
buculie Neri with Outstanding 

eS Features 


at Bulerowr 
+ 


Available in 2, 3 and 4 drawer 
models, with or without the exclu- — 
sive Invincible Concealed Safe Unit. 
(See below.) 


TTA 
Hi | | Hull 


| 


A selection of four beautiful eye- 

se ' appealing finishes: olive green, 

vhile all —— = se grained walnut, grained mahogany 
ois 3 As "e and the new Modernaire gray. 


1 furni Pe 

1s desk ; : OT 

t makes ; ‘ta ee ss Tee: . Filing of letters is faster, neater and 
ns with a a ae ise | more efficient with INVINCIBLE'S 
higher F : : * : mmm, 6new Positive Locking Compressor. 
lence of Fe | no aa i : nove. i Positions easily, locks firmly, releases 
of ply. F “ws ~ a ; with a finger touch, slides smoothly. 
in-black i 

is sup 

rackets, All three heights come in standard 


ie cash. 


letter and legal sizes. All fittings 
are metal. Cradle-type drawer sus- 


ce Cel — ——. - : : — | pension has super strength for max- 
to Ma ‘ a ncaa Be dnitiudet Sem, imum drawer load. 
lementiam : is or . e 


EXCLUSIVE! INVINCIBLE’S Concealed 
Fe : oo : Safe Unit . . . Combination Lock 
in cus ii - ‘veel Re en i i Saueemenns §=6equipped . . . asbestos fire protec- 

® ii ws 4 A i ee sass : Re 
setting aim a — ‘ area = ougg §=6tion. . . armor plate door... . full 
: = oheight hinge . . . three point lock. 


> and is —_ ~ A patented feature available only to 
Invincible users because only the IN- 
e which VINCIBLE line of metal filing cabinets 
use of has them! It offers guaranteed security 
: : for your valuables and papers in your 
nsit. home or in your office. 
full details on INVINCIBLE, write File Headquarters . . . Invincible Metal Furniture Co., Manitowoc, Wis. 


A ssocia- 

e Eden, 

>, spokey 

, execlall 

am, hada 

reers. 

ertrude 

1 sati = ‘ | 

nber. ; 


ly, 1947 » 1947 OFFICE MANAGEMENT AND EQUIPMENT 73 


™ ae soe lh a % 
Pty era\\\h gs Ore 4 
e 
ir office qhese Canine 
abl eo\* 
g furni. 
demon. ‘ | 
in desk € _ e 
a \\ oT a . 
dividual} 4 
4 
i 4 
ng a cen i Se ie 
- various ge iis J 
i 
. : 
a oe = EE —— ll Sh ae 
re gra ae ee a = 
‘Vr aye 


i oe 


FINGER TIP 
DESK FILE 


Model U-7 


The Only 


DESK FILE with 
ADJUSTABLE DIVIDERS 


Now—all your desk papers can be right at 
your finger tips!’ The Evans Finger Tip Desk 
File is the ONLY desk file with adjustable 
sections—adjustable both as to number and 
spacing. Meets the needs of executive or 
secretary. Can be put into deep desk drawer 
at night. 


Made of all steel, dividers fit into holes in 
base providing spacing as needed. 19 per- 
forations at half-inch intervals on each side. 
Label holder across base. 7 dividers fur- 
nished; extra ones at $.20 ea. Overall size: 
10” x 11” x 914” high. Finished in office green. 
Price $3.50 delivered. 


Write today for particulars 


© 1947, Evans Specialty Co., Inc. 


SPECIALTY 


‘COMPANY, Inc. 


407 N. Munford St. 
Richmond 20, Va. 
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Annual Reports 
(From page 46) 


The existence of these other means of commy 
cation renders it unnecessary to place the who 
reliance on annual reports for getting degj 
messages across to employees, shareholders 
others. 

We in the Harvester Co. feel there is no ¢ 
clear-cut road to follow toward the continyj 
improvement of annual reporting. Rather, it js 
matter, in our own opinion, of trial and error, a}; 
of progress here and a bit there. We do not 
lieve in innovation for innovation’s sake, q 
we think there are substantial limitations to wh 
the annual report can accomplish from a pubj 
relations standpoint. 

We certainly agree, however, that the ann 
report is a very important document, and ¢ 
the controller has a great influence, and a gray 
responsibility, in connection with the selection 
its content and in its preparation. Controlle 
have a perspective of company operations that fe 
possess, and they have learned to appreciate t 
wisdom of treating problems objectively. | 
lieve it is largely due to the efforts of busin 
controllers that annual reports are now mo 
complete, more readable, more understandab 
and more representative of the companies th 
serve than ever before. 

I am sure that controllers will continue to 
imbued with a lively interest in this phase of theit 
duties and will constantly strive for further im 
provement. I am confident that in so doing each 
one will not fail to recognize the duty to main 
tain the quality of his company’s report on a high 
level of integrity, fairness and objectivity. 


The Hand That Feeds You 


(From page 32) 


gripes, and the march of management anyway § 
toward better understanding of his contribution 
to the company. 

The employers’ gripes often stem too from 
misunderstanding. He does business in a com 
plex labor situation which often baffles him, 
and he can see only his provincial side of it. He 
doesn’t like to be shoved around by his employee 
under leadership outside his organization. He 
too has often been right in his fears. He has col- 
sultants to pacify his gripes: a personnel, legal 
engineering, and fiscal. 

Along comes our customer with his gripe 
wants, fears, and misunderstandings—but are we 
organized with the same skill and service to handk 
customer relations? A drive for sales is certainly 
on the main line of progress, but with it must 2 
a spirit of sympathetic service that permeates the 
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Ru 
Vntional 
P. bacils 


WE GIVE YOU 
SERVICE 


Plas 
Quality 


A Complete Line Is Available 
%& COLORED PENCILS 
*% THICK LEAD 


* THIN LEAD CRAYON 
AND INDELIBLE 


* COPYING AND 
MANY OTHER TYPES 


%& Try them at our expense. 
Send your name and ad- 


dress for FREE sample. 


NATIONAL PENCIL COMPANY 
220 FIFTH AVENUE « NEW YORK, N. Y. 
SHELBYVILLE « TENN. 
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| put this pad 


BEWARE the BOSS 
when there’s typing racket 
in the office 


“—~?; 


under every typewriter... 


See how much smoother 
everything 
goes! 


| @ Say good-bye to jangled nerves and jumpy 
| dispositions when KIL-KLATTER is on the 
| job absorbing typing noise and shock. Made 
of famous OZITE All-Hair Felt (forever resili- 
ent) with treated top to keep 
machine legs from sinking in, 
and skid-proof bottom. Fits all 
typewriters and many other 
business machines. 


AMERICAN HAIR & FELT COMPANY 
The Merchandise Mart, Chicago 54, Ill. 


KILKIATIER 


THE SCIENTIFIC TYPEWRITER PAD 
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= This remarkable new 
~ ° 
DONG \ double duty fan is 


always welcome in 

office or shop... 
regardless of season. In warm weather the efficient fan 
circulates air from floor toward ceiling for cooling 
comfort, without draft. When air is chilly or damp, just 
snap another switch. Heat pours forth from a sun-bowl 
type element at bottom, and is circulated in the same 
way. What a comfort! 


SERVES AS A BEAUTIFUL MIRROR-TOP TABLE, TOO 


Attractively designed as an occasional table, the 

* Wash-Co is 23” high, with a 20” blue, pink, or clear 

mirror top. Body of light steel and steel tubing, fin- 

ished in light blue-gray. Efficient 110 volt, AC, oil- 

less bearing, quiet motor with three-speed switch. 

Guaranteed to be exactly as described and illustrated—or 

_ your money back. Price complete at your dealer's (or 

7 _— f.o.b. Danville, Illinois) —$79.50. 


r-----——-—- IF YOUR LOCAL DEALER CANNOT 
SUPPLY YOU, ORDER DIRECT 


WASH CO., INC.—Dept. 0-6 
720 N. Bowman Ave., Danville, Ill. 
O Enclosed is check (or money order) for $79.50. Please send com- 


plete Wash-Co Cooler-Heater Fan with © blue ( pink © clear 
top. 


+4 C Please send complete literature on the Wash-Co Fan without cost 
ry be or obligation. 
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| service, instruct in manners, and advertise 


| tacts. The employee must be sold first jp 
| organized campaign of customer relations. 


| need special handling, analysis, and study, not; 
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whole organization from top management ty, ff 
ceptionist. Management has a big job today | @ 

get right with the Great American Custop 
Every employee must learn how importay 
customer is to him personally. The boss can 


will—but it is the employee that makes the » 


Every employee in the organization is a gy 
man. Customers’ gripes are important today a 


the same old routine by letter No. 671 or No,7 
but by spot check at least by responsible exe 
tives. It does little good to spend a hund 
thousand dollars in advertising and then frit 
it away ‘with stuffed shirt handling of orde 
Letters and telegrams relating to orders canp 
remain unanswered without putting a few fing 
marks on the good will. 


Customer Relations 10 


Among all employees a_ new spirit should 
emphasized in customer relations. Special af *— 
tention and perhaps instruction should be gives pes 
in the friendly tone of letters, handling of credit 
pleasant telephone manner, contacts of receptio: 
ists, and all those many relations with the public 
A pleasant voice speaks volumes in good will an 
a sympathetic approach to gripes will keep th 
customer. Always sugar coat the “No” with ip 
telligent and courteous explanation. 

In such a planned campaign, management ca 
even use the gripes to build a better busines. 
Competition is already in force, and the firs 
aspect is the attitude toward these gripes. Th 
campaign of customer relations must sell ever 
employee on the importance of sales to him per 
sonally. It will then review all practices that cor- 
cern public relations and put special handling ¢ 
gripes on a higher level of responsibility. It wil 
plan many details in a definite program, but al 
will be based on this borrowed thought: 

“Find out what people like; do more of it. Find 
out what people do not like; do less of it.” 


“Manual of Practical Office Short Cuts” 
What should be a helpful book for the office manage! 

is a “Manual of Practical Office Short Cuts,” compiled from 
ideas that have been put to work in many member office 
of the National Office Management Association. The volume 
published by the McGraw-Hill Book Co., 330 W. 42nd St. 
New York, costs $3.50, with a special price of $2.50 extended 
to members of NOMA. 
The text contains 625 “tested ideas and tips for simplifying 
and speeding office work in all departments.” Each idea * 
numbered, with its source given in a contributors’ Index 
at the back of the book. 
A glance at the table of contents will reveal the broal 
coverage of the field given in this collection of ideas, & 
sembled and edited by Hugh A. Warner, editor of the NOMA 
publications. 
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10ffice Trends 

(From page 42) 

upper levels for more improvement at the clerical 
level. 

Few managements have training programs in 
efect in the office. The reason for this is not 
immediately apparent. Could it be that since we 
leaders are in the office we are afraid of being 
included in a training class? Could it be that we 
are sensitive about our own lack of knowledge 


1 shout clerical techniques and how to improve 
"| them? 

Clerical salaries being higher, you would expect 
unit costs to increase unless production had been 
increased too. This is true everywhere. 

Apparently all materials, equipment, and serv- 
ices are higher than before the government con- 


trend since October of last year. 

2. The American principle of free enterprise is 
being renewed. 

3. The setting of high prices by business, the 
forcing of high wages by labor, and controls by 
the government have us in a mess. Unless all exer- 
cise more self-control with respect to the elements 
of higher cost of living, the white collar workers 
will certainly have their influence in coming 
elections. 

4. There will be improvement in stability from 
here on. 

5. There will be efforts to simplify methods for 
faster production, to eliminate waste and un- 
necessary effort. 

6. The trend is for both management and labor 
to work toward stability and security. 

7. Wages have been increased since elimina- 
tion of controls and an attempt is to be made to 


trols were removed. Reports show that the in- keep them up by giving more attention to having 
crease in office costs is from 15% to as much as a happy place in which to work and to maintain- 
100% on some items and services. ing increased efficiency of the staff. 
should Under the heading of stability and security this 8. Strikes, black market, shortages in raw ma- 
necial question was asked : “Do you, as you readjust to terials and finished goods, taxes, and uncertainty 
be givey Peace-time conditions, find any trends toward in the national and international welfare and 
f cred Stability in profits, wages, prices, employment, or economic future prevent broad development of 
-eceptio: other factors? What are they?” stability and growth. 
re publi: Following are the ideas picked out of the 9. During the war a certain seasonal industry 
will ani replies : : was made more stable and that industry is trying 
keep te 1. Turnover is showing a definite downward to maintain that condition and thereby give more 
with ip. 
nent ie Copy-RIGHT COPY HOLDER IS THE ONLY DIFFERENCE 
busines, re) ‘ i 
the firs Te 
es. Th 
I] every 
rim per: NOW, You too can Use of Copy-RIGHT 
hat con say goodbye to Copy Holder permits 
dling of TEDIOUS, NERVE- pa a rl 
It wil WRACKING, TIME- ture, points out ex- 
but al " 5 (CONSUMING typing : c act reading line, one 
: : : ee methods. ’ 4 : line at a time. 
t. Find “ i 
SAVES: EYES ...EFFORT ...ERRORS 
ail And Up To 50% In Typing Time According To Leading Users 
oye You'll be amazed at the remarkable increase in Employee morale with Copy-RIGHT. Neater 
volum | Work and more words-per-minute too, offsets small cost in a few weeks. Let Copy-RIGHT 
‘nd S|  €O-Operate with your Stenographer-Typists . . . for more and better work, in less time. 
aes We don't ask you to BELIEVE until you SEE the results in your own office . . . so get a 
splifying Copy-RIGHT on trial today —no obligation, no risk. haath ty =a pte tedealetetettaette 
| idea is Consult your Dealer or mail Coupon now. 3 Copy-RIGHT Mfg. Corp. Dept. A-4 5 
:’ Index ; 53 Park Place, New York 7, N. Y. 4 
a a CO Send us a Copy-RIGHT on trial. ) 
oy bola — ay If Your Dealer Can't Supply You C Send Catalog and more complete details. : 
° 3 16", 20", 25", Si ned - 
pale Eat MAIL THIS COUPON TODAY (4 Signed saggy 
beweweeeeeesessaeasessesaneasl 
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NO. 1 IN A SERIES OF 


> re 


WARM RECESSED © 
IN HEAD 
TO INSURE 
RIG ty 


SuY¥gllais ia9Vd NUHl- 


Remember the sensation C-Thru created with the intro- 
duction of the first all plastic T-Square? Here’s another — 
not just an ordinary T-Squore, but a QUALITY plastic 
T-Square. An item that would be a good buy at a much 
higher price, it can be sold at lower prices because 
of unique C-Thru manufacturing methods. 


These features spell QUALITY 


@ Precision made with edges of absoiute ac- 
curacy. Perfectly flat surfaces allow snug fit 
on sides and top of drawing board. 

@ Completely transparent for unhampered 
view of subject matter at all times. 

@ Light for ease in handling. 

@ Arm is not just glued to flat surface of fixed 
head, but is fitted into specially cut-recess to 
insure even greater rigidity and accuracy. 

@ 15, 18, 24, 30, 36, 42, and 48 inch sizes. 
Other sizes on special order. 
@ Order now for speedy delivery. 


Write for Complete C-Thru Catalog. 


RULERS + TRIANGLES + NAVIGATIONAL INSTRUMENTS - STENCILS + PROTRACTORS - OTHER DEVICES 


CT AE fil WE 


HARTFORD, 2 Roa Ww S.A. 
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stable employment and increased profits. 


10. A few feel that we will continue to 
just as many ups and downs. 


hay 


Action! 


This presentation is wasted unless some actj 
will result from it. I give here a few suggestigg 
as a start— 


1. Since top management is so close to the o 
function, it should take pride in developing o 
work and techniques to the highest possible leyd 
The office should be an outstanding function 
illustrative of efficiency, economy, and smoot 
working plans. 


2. Since salary trends are upward, it is impor. 
tant that every effort be made to properly select 
train, and assign workers to activities so wel 
organized and directed and in such surrounding 
that the higher salaries may be earned. 


Pre-business Training 


3. The low quality of clerical workers sugges 
the worth-whileness of business management 
working closer with school authorities and teach. 
ers to give better and more practical pre-busines 
training as well as developing better training o 
the job. This training might be found profitabk 
if extended on up to top management—and if it 
were sponsored actively by top management. 

4. Since there is a tendency for morale ani 
employee attitudes to impove, the fact should not 
be forgotten that leaders can influence the think- 
ing of their followers (and employees) if they 
know how. 


5. While management has the responsibility for 
operating a business for the stockholders, it must 
consider its responsibility also to the employees, 
and the community of which they are a part, for 
in most cases these employees are also consumers 
of the company product or they influence those 
who are. ; 


Ethics 


6. There seems to be a strong trend toward the 
development of a code of ethics in business as in 
the professions. This must have root in top man- 
agement thinking and the office if it is to per 
meate the whole organization. This will influence 
policies which, when put in writing, influence 
efficiency of internal operation and favorably im- 
press the public—the consumers who must not be 
forgotten in the competitive market ahead. 

7. The trend toward lewer profits cannot be 
ignored. This also suggests not cutting out office 
workers, but stimulating them to help produce, 
reduce costs, make suggestions, and wherever pos 
sible help general management increase company 
effectiveness. 
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IN TODAY’S 
COMPETITIVE 
MARKET 


ible leva, 
— es The “CROWN” fi f 
% " line o 
d Smooty yi and - 
i232 THE DAY IS OVER when customers will buy most ae —S he 
18 Impor. anything available in Office Chairs. The de- best. Constructed of 
ly select} mand is for QUALITY combined with features San eee. eee 
7 . pale rames—aluminum rolls 
SO wel of design and service that will increase the and deep moulded 
oundings working efficiency of office personnel. Office bands can truly be called 
chairs with SENG ‘‘Comfort Action’’ Controls eames 60oD 
provide the four outstanding comfort and per- 
formance features necessary to interest and 
sell quality-minded buyers: 
sugges MARKING DEVICES 
agement 
id teach. f or 
an DOMESTIC & EXPORT 
rofitabl Trade 
nd if j 
a f it WE PRIDE OURSELVES ON MAINTAINING 
ale and THE REPUTATION OF HAVING THE MOST 
uld not “COMPLETE LINE" OF MERCHANDISE AT 
e think. ALL TIMES. 
if they WRITE FOR NEW CATALOG TODAY. 
lity for 
it must The "STAR" brand of 
loyees ite oA me a 
) . expensive but serv- 
art, for SENG Style V Chair ad = von of stamps 
Control possessing the same 
sumers with low fulcrum for plain quality of workmanship 
» those CHAIRS with through- or upholstered heavy swivel as put into the most ex- 
gr ae pale chairs. Permits natural and pensive line of daters 
look for this Yo econata comfortable shifting of body and numberers 
first and foremost. weight. > 
SENG Chair Action Controls 
urd the , js 
é provide these ‘Plus Values" that assure true 
3 as ID comfort and lasting chair satisfaction: 
) Man- @ BALANCED TILTING — with a low fulcrum 
O per- that prevents danger of upsetting. 
luence @ INSTANT RESPONSE — to every movement 
luence of the body. rs 
ly im- @ FATIGUE FREE ACTION — resulting from is eee 
not be scientific SENG Design. a ao ae . 
© SQUEAK-PROOF — Oilless bearings assure ——" ey the 
silence. 
10t be 
office | : PAS | ¢ WAR | 
duce, 1450 N. DAYTON STREET | & C O MP A NY 
hes! CHICAGO 22, ILLINOIS fim 7 7 | 9 INC. 
ae : 3 | 80 DUANE’ST. NEW YORK/7,N.Y. 
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TAB 


FILE FOLDERS 


Mays out in 


Patent No. 
2248355 and D 126118 


DURATEX VERTICAL 


VERTICAL 
FILE QUIDES 


Front... 


Thorouq hbred 
Race Horse | 


BARKLEY asi 


There's always one horse in the 


race that's a "natural" to win— 
one that's always out in front set- 
ting the pace for the rest of the 
field. Likewise in the field of filing 
supplies, Barkley Plastic Tabs are 
always “out in front." Their crys- 
tal clear colors, smooth contour 
surfaces and Magnified Visibility 
give business a “new slant on fil- 
ing . . . one that contributes to- 
wards faster filing and finding. 
Since it takes coordination to 
achieve filing efficiency, the Bark- 
ley Tab accompanied by DURA- 
TEX FOLDERS helps to get a full 


measure of work done easily and 
smoothly in the filing department. 


Established 1921 


(. L. BARKLEY & CO. 


Manufacturers of Filing Supplies 


1220 W. Van Buren St. 


Chicago 7, 
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Past President of NAPA Dies 


George E. Price, Jr., one of the founders of the x, 
York Association of Purchasing Agents, and a charter me, 
ber and past president of the national association, died 
May 30th, after a short illness. He was 57 years old. 

He was purchasing agent for the Goodyear Tire & Rube 
Co., and had been associated with that company for the Des 
25 years. He directed the purchasing activities of all Gog] 
year plants in this country. When Goodyear built a pla, 
in Wolverhampton, England, in 1927, he spent a year they 
buying equipment and organizing the purchasing departmey 
in the new plant. 

Before joining Goodyear, Mr. Price was purchasing age} 
at the Davis Bornville Co., Jersey City, N. J., for nine yearn 
He was a graduate electrical engineer with degrees fro 
Rochester Mechanical Institute and from the New Yor 
University. 

In 1922 he helped establish the Akron Association , 
Purchasing Agents. He served two terms as its presiden: 
and was later elected national vice-president for the Ohi 
district. In 1940, Mr. Price was elected president of th 
national association, and later he was active as a member q 
the organization’s Advisory Council and chairman of th 
business survey committee. In 1946 he was awarded th 
association’s J. Shipman memorial medal for conspicuoy 
service. 

Mr. Price served in World War I and continued active jj 
military affairs as a reserve officer. He was president 
General Dick Chapter, Reserve Officers Association, ani 
later served as vice-president for the Ohio district. Ear) 
in World War II he served as wartime procurement office 
of automotive equipment, Akron, under the Assistant Seer. 
tary of War. In 1942 he was ordered to active duty and con. 
missioned a lieutenant-colonel in London, England, as : 
member of the general purchasing board in the Europe 
Theater. 

Other affiliations included membership in the First Metho- 
dist Church, Akron, the Shrine, University Club, Portag 
Country Club, American Legion, Rotary Club, and th 
Quartermaster Association of Washington, D. C. 

Mr. Price is survived by a son, Robert, who is associated 
with Goodyear’s aviation products division in Akron; : 
brother, Maj. William T. Price, Rochester, N. Y., and a sister 
Mrs. H. J. Bishop, Philadelphia. 


System Association Changes 


The Systems and Procedures Association of Americ: 
has announced several changes in its national board ¢ 
directors. The board now consists of: president, H. Kenneth 
Marks, J. K. Lasser & Co., New York; 1st vice-president 
Frank Hoffman, Standard Oil Co. of N. J., New York; 2ni 
vice-president, Vincent S. Shirar, SKF Industries, Inc., Phil 
delphia; treasurer, H. John Ross, Continental Can Co., New 
York; secretary, Raymond B. Crean, Baldwin Locomotive 
Works, Chester, Pa.; chairman of publications committee 
Eugene Walters, Publicker Industries, Inc., Philadelphis: 
managing director, Joseph S. Covell, Joseph S. Covell & As 
sociates, Philadelphia. 

Mr. Marks points out that the formal establishment ¢ 
the publications committee and the appointment of M 
Walters as chairman, will enable the association to dissemi- 
nate vital information resulting from chapter studies, co? 
tact diverse sources of information, and collect other items 
which are of interest to systems men. 

The association also plans to compile a bibliography © 
articles and books on systems material in order to coordina 
the literature in this field and make it available to ® 
members. 
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How Portal to Portal Affects You 


The Bureau of National Affairs, Inc., 24th & N. Sts., 
y. W. Washington 7, D. C., has published “The Portal-to- 
Portal Act of 1947,” a 200-page volume which dissects and 
analyzes the new portal-to-portal law, recently enacted by 
Congress, to show how it affects the 557,000 establishments 
covered by wage-hour standards, the nation’s wage-earners, 


and the existing portal pay claims which piled up since last | 


November. 

For the benefit of attorneys and larger union and manage- 
ment offices, the book also includes the Congressional de- 
bates and committee studies from which the law evolved, 
as well as the text of the statute. This legislative history, 
by the way, is important because the interpretation of the 
law by government agencies and in the courts is likely to 
depend on the intent of the men in Congress who sponsored 
and drafted the legislation. 

In the first two chapters, the book tells how the new law 
grew out of the aftermath of the Supreme Court’s famed 


Mt. Clemens decision, progenitor of the wave of portal-to- | 


portal suits that swept the country during the fall and 
winter of 46. It analyzes the complex statute enacted to dam 
the flood of suits, and appraises the new law’s effect on the 
three federal wage and hour laws to which it applies. 

In four succeeding chapters, the book takes up portal- 
pay claims and suits. It demonstrates how existing claims 


are outlawed or may be compromised; indicates what will | 
be done in reference to future claims on such subjects as | 


travel, changing clothes, waiting, and preparing reports; 


and discusses who may bring suits and how they will be | 


brought. 

Further chapters define uniform time-limits on wage-hour 
suits; describe the nature of “good faith” defenses by em- 
ployers on alleged violations; analyze the new “area of 
production” regulations; and forecast forthcoming action 
challenging the law’s constitutionality. 

The book is a product of group business journalism. The 
BNA is a private organization engaged in publishing daily 
and weekly reports relating to current legal and economic 
subjects. 

The book is priced at $5 a copy, with discounts for addi- 
tional copies. 


Chief Engineer Appointed by TelAutograph 


Edward F. Cahoon has rejoined TelAutograph Corp., 
16 West 61st St.. New York, as chief engineer, it was an- 
nounced recently by Robert L. Spotts, president. He as- 
sumes full responsibility for all technical activities and serv- 
ices, including engineering research and development on 
telescribing systems for instantaneous communications in 
writing. 

For the past five years, Mr. Cahoon, as development engi- 
neer, has been engaged in highly secret work being done by 
W. L. Maxson & Co. for the navy. In 1940 he helped intro- 
duce the firm’s modern AC operated telescriber. He was 
Personally responsible for the development of the linear 
rotor used in the instrument. 


More Space for Ripnen Co. 


The Kenneth H. Ripnen Co., architects, 101 Park Ave., 
New York, have moved their executive offices to 359 Lexing- 
ton Ave., New York. The new office, satisfying a pressing 
need for additional space, is now executive and consulting 
headquarters for Mr. Ripnen, assisted by H. B. Harrison and 
Grover Into. 
Robert E. Blount, vice-president of the firm, heads pro- 
duction activities at the Park Ave. offices. Direct wire com- 
munication between the two locations has been installed. 
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POSTURE 
CHAARS 


a 


at 


ares 


& 


cian ache 


—are you sitting 
ona 
“HORSE-and-BUGGY" 
Seat? 


Here’s a new development in posture chairs that is as 
great an improvement in chair cushioning as rubber 
tires are to the old hard steel horse-and-buggy wheel. 
It’s “Nukraft’—a creation of the B. F. Goodrich Com- 
pany—sterilized hair bonded in latex rubber, that ends 


bumps, waves and unevenness in cushions. 


“Nukraft,” exclusive with Sturgis, actually gives more 
seating comfort to Sturgis Stenographer’s chairs. You 
can actually feel the difference. 


Other new Sturgis developments include quick easy 
adjustments (without tools), form fitting Posture Curved 
backrest, and your choice of the new Firm-Flex back- 
rest support that really gives to every body movement. 


e 
Ask Your ts Dealer 


To Show You These New Features 
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U. S. Will Be Host to International David E. Griesemer, Babcock & Wilcox Corp., president 
Congress on Business Education of the association, called the meeting to order, and they 

The first post-war International Congress on Business handed the gavel over to G. W. Oliver, Jr., Crucible Steg} 
Education will be held in New York in 1949, with the United Corp., second vice-president of OEA, who acted as moderator 
States division of the International Society of Business Edu- for the evening’s panel discussion. 


cation sponsoring the affair. Preliminary plans for the event 
were made at a recent meeting of business educators and 
business men at which the United States division of the 
society was formally constituted. 

The new organization is the successor to the American 
chapter of the society, which became inactive during the 
war, and is the culmination of a series of meetings begun : ; ; : 
in December, 1946, under the leadership of Dr. John Robert Me. Shaw, whe is cheicam a hoes fae a peer 
Gregg, inventor of Gregg shorthand and president of the of ead rage yee oor ecg eon “a at 
Gregg Publishing Co. Dr. Gregg is a former president of meteets oe d —— a o bog Poe ae 7 of ‘the 
the American chapter and was chairman of the American 2 “aaage “ “ a ‘7. 
delegation to the International Congress on Business Educa- a 


The panel, designed to clean up some of the loose threads 
which might have remained with completion of the past 
year’s program, was composed of R. E. Shull, methods and 
procedures division, Socony Vacuum Oil Co., Carl S. Fair. 
banks, sales manager of Shaw-Walker Co., and Ernest De La 
Ossa, personnel director, National Broadcasting Co. 


Men tall ts Acnciendem, bn, 2008. Problems of work flow and office layout were answered by 
John A. Zellers, vice-president of Remington Rand, Inc., Mr. Fairbanks, while Mr. De La Ossa, who, besides his 
was elected chairman of the newly organized United States duties with NBC, - chairman of the New York Personnel 
division of the international group. Dr. Herbert A. Tonne, Management Association, answered questions on office help 
professor of education at New York University, was chosen Four members of the chapter are on the special committee 
vice-chairman, and R. E. Slaughter, advertising manager of appointed by Dr. John Robert Gregg, president of the Gregg 
the Gregg Publishing Co., secretary-treasurer. Publishing Co. and head of the International Society of Busi- 
In addition to the project of sponsoring the International ness Education in the United States, to reactivate the group 
Congress on Business Education in 1949, the United States and bring the Society’s international congress to the United 
division of the society has for its major purpose a continuing States in 1949. 
effort to obtain and coordinate interest in better education Members of NOMA on the committee are: Dr. Herbert A. 


and training for business, both here and abroad, and to pro- 


Tonne, New York University, chairman; Dr. Hamden L. 
mote international understanding and good will. 


Forkner, Columbia University; Lewis A. Rice, president of 
Packard School; and E. H. Conarroe, chairman of NOMA’s 
Last NOMA Meeting Hears Experts board of directors. Other committee members are: R. C. 
In spite of unusually warm weather, the last meeting Goodfellow, Newark, N. J.; Leroy Lewis, American Bankers 
for the summer of the Office Executives Association of New Association; Dr. Paul S. Lomax, New York University; and 
York was held with a near-capacity attendance. John A. Zellers, vice-president of Remington Rand, Inc. 


A SENSATIONAL NEW COPYHOLDER! 


AT LAST! A LOW PRICED MECHANICAL COPYHOLDER 


A BRAND-NEW MECHANICAL METAL COPYHOLDER WITH A LEVER ACTION LINE 
BY LINE GUIDE FOR SINGLE OR DOUBLE SPACING. AN EXTREMELY SIMPLE MECH- 
ANISM ASSURES YEARS AND YEARS OF TROUBLE-FREE SERVICE. 

RETAILS AT THE UNBELIEVABLY LOW PRICE OF ONLY $6.95. 


LIGHTWEIGHT — FOLD FLAT 


Holds Notebooks, Letterheads, Legal Sheets, Bookkeeping 
and Acct’g. Sheets, Index Cards, Law Books, and etc. 


OFFICE MANAGERS: The use of Black’s Mechanical Copy- 
holders in your office will increase your typists’ and sten- 
ographers’ efficiency by 30°, or more and eliminate ihe 
usual neckaches and backaches that result from improper 
placing of copy material. This will keep your employees on 
the job more hours and with the increased efficiency is 2 
large factor in office economy. 


See your nearest stationery or office supply dealer or write 
for literature. 


Our Copyholders are guaranteed to please you. 
Designed by T. C. Stefaniak 


Manufactured and Distributed solely by 


FRANKLIN BLACK & COMPANY 


3863 Division Phone Albany 5543 Los Angeles 41, California 


————e 
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Illustrated here in this cross-section view 
is the latest scientific inking principle. 
Fresh ink travels by capillary action di- 
rectly to the pen-point. 


This eliminates the large shallow dip- 
compartment which, as commonly used 
to feed pen-points, causes deterioration 
and waste of ink. This new way, the 
last drop of ink in the container — as 
fresh as the first — is fed directly to 
the pen-point, and there is no waste. 


New Capillary-Action Handi-Pen Desk Sets 3 ans 


by Sengbusch 3 
... with new inking principle — new writing ease — new beauty that 
pleases everyone—new efficiency that meets most rigid office requirements i 
Here is a desk set with unsurpassed per- and the wide variety of pen-points that . : 
formance features, heretofore unknown _ permits a for a writin SS 
in any inverted bottle type unit. It has styles. These points are iridium-ti b ee ee pore 
the iale, efficiency, daatide, econ- cent tong life. The set itself holds plied in Sustapheesteccontiaden. q 
omy, cleanliness, and safety from a long-lasting supply of fresh ink— ae ee ee Seer a 


spillage that appeals to every one. there is no waste or deterioration. 
Those who have used the new Handi- Save time, ink, and slow-ups on desk 

pen desk set call it the writing cham- work—give your workers the writing Sengbusch Self-Closing Inkstand Co. 

pion, They like the smooth, effortless, satisfaction they have always wanted. 177 Sengbusch Bidg. Milwaukee 3, Wisconsin 

instantaneous writing with fresh ink— Order now from your stationer. 
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CLAR-0 TYPE CONTAINS 
The Right Combination 


Clarotype is a combination of active ingredients 
that clean your typewriter type instantly, thor- 
oughly, economically. A 50¢ bottle lasts for 
months. No brushing —no spattering — noninflam- 
mable. Expert stenographers prefer Clarotype for 
clean, sharp, impressive looking correspondence. 
ORDER FROM YOUR STATIONER OR TYPEWRITER SUPPLY DEALER 


The Clarotype Company, Inc., 261 4” Broadway, New York 7 


A test will prove ...Heyer Inks improve the 
work of any stencil duplicator... give finest 
reproductions on both automatic or hand 
inked duplicators. Black and 7 colors. 


wifacturers 

the mos! @othpiete Pos of 
oot DUPLICATORS ard SUPPLE! 
fais for all 


ag 


‘THE HEYER CORPORATION 
911 West Jackson Bivd. Chicago, U. S. A. 


" Stencil—Geladin—Spirit et or 
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IBM Promotes 


International Business Machines Corp. has announced 
the promotion of Joseph T. Wilson to the position of vice. 
president of the International Business Machines Corp, o 
Delaware, the affiliate which administers IBM business jp 
Argentina, Brazil, Peru, Chile, and Cuba. He was Perviously 
manager of the IBM World Trade Division. 

At the same time the company announced the promotion 
of Arch Davis, executive secretary, to the new position of 
IBM special executive, with special duties to assist IBM cor. 
porate officers and officials at its World Headquarters jp 
New York. Byne B. Waters, general secretary, is now exey. 
tive secretary, succeeding Mr. Davis. 


J. T. Wilson 


Arch Davis 


B. B. Waters 


Mr. Wilson joined IBM in 1907 and engaged in various 


sales and service activities until 1930, when he began an 


extensive series of IBM foreign educational missions to 
Russia, Mexico, Japan, China and the Philippine Islands, 
He became head of the company’s World Trade Division in 
1934. Active in foreign trade circles, Mr. Wilson has been 
president of the Export Managers Club of New York, the 
American Brazilian Association and the Inter-American 
Safety Council. He is chairman of the administrative com- 
mittee of the Foreign Credit Interchange Bureau of the 
National Association of Credit Men and chairman of the 
Brazilian committee of the Pan American Society of the U.S. 

Mr. Davis joined IBM in 1919 in an advertising and sales 
promotion capacity after service overseas in the first World 
War. He was advertising manager for a number of years 
before becoming executive secretary in 1940. He and Mr. 
Wilson are now in Europe to attend the Congress of the 
International Chamber of Commerce in Switzerland. 

Mr. Waters joined IBM in 1931 after attending Oglethorpe 
and Emory Universities. After serving as a member of the 
office service department he became secretary to Thomas J. 
Watson, president and subsequently became assistant to IBM 
sales executives, secretary of manufacturing, and general 
secretary. 


New Officers for TSA 
At the last meeting of the season held in the Sheraton 


* Hotel, New York, the Transcription Supervisors’ Association 


of New York, elected new officers. 

The new officers are: president, Mae C. Turbush, Fireman's 
Fund Indemnity Co.; 1st vice-president, Anna Rathjen, Cor- 
nell & Underhill, Inc.; 2nd vice-president, Carina Meyers, 
American Steel & Wire Co.; recording secretary, Anita Busch, 
Prudential Insurance Co.; corresponding secretary, Margaret 
Haller, Barber Asphalt Corp.; and treasurer, Maude Curry, 
Columbia Engineering Corp. 

, The 41 new members who joined TSA during the past 
year were given a reception at this last meeting of the 
season. 


Meetings will be resumed in September. 
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DIAN HUNTING ® 


The Indian must have 
been elated in discov- 
ering the bow and 
arrow, with its super- 
jority over the spear in 
killing game. It gives 
us the thrill, too, in 
being able to give you 
better office equip- 
ment. For lasting filing 
satisfaction look to 
"Andy units of steel." 


CARDINAL SALES, Inc. 


JAMES H. HICKEY, Mor. 
Distributor for Anderson-Hickey Co. 
5631 W. Madison St. 


Chicago 44, Ill. stool 
‘ana writ 
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RING 


(GLBE) BINDERS 


All Popular Grades, Sizes, Capacities 


Now in Production — Quick Deliveries On— 
Sect’l Post Binders Spring-Back Binders 
Zipper Cases Scrap Books 
Sheet Holders Clip and Arch Boards 


Loose-Leaf Accessories 
Write Dept. OME-1 for Complete Catalog 


ELBE FILE & BINDER CO. Inc. 


FALL RIVER,MASS. 
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SAVE TIME . . . REDUCE COSTS .. . IN- 
CREASE EFFICIENCY . . . with Bonnar-Vawter 
Multi-Copy Precision Business Forms and systems. 
Most records may be completed in one writing 
with Bonnar-Vawter Multi-Copy Business Forms. 
Bonnar-Vawter Continuous Precision-tailored 
forms are designed for systems using typewriter, 
teletypewriter, bookkeeping, billing or tabulating 
machines. Save costs in your record writing. 


Write today for further information 


BONNAR-VAWTER 


'NCORPORATED 


1717 EAST 30th ST., CLEVELAND 14, OHIO 
Sales Offices in Principal Cities @ Serve All Industries 


July, 1947 


High quality, fair price, fast delivery and enduring 
service—insured to an outstanding degree when you 
specify CESCO products. All standard items in our 
extensive lines are now available in a wide range of 
styles and sizes. Save time, save money, save doubts, 
by consulting us first when you need: 


Post Binders * Prong Binders 
Visible Record Equipment 
Ring Books « Transfer Binders 


Catalog and Advertising Covers 
Loose Leaf Business Forms 


Send for catalogs, free on request. 
THE C. E. SHEPPARD CO. 


44-09—21st St., Long Island City 1, N. Y. 
Telephone STillwell 4-6000 
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ACCOPRESS BINDERS 
attractively printed for 
MANUALS e CATALOGS ¢ BULLETINS 
REPORTS ¢ PRICE LISTS 
INSTRUCTIONS 


ACCO PRODUCTS, Ine. 
: Long Island City 1, N. Y. 
- In Canada: Acco Canadian Co., Ltd., Toronto 


LOOK TO DACO — for these 
items—also for Machine Record 
Ledger Cards and forms. 

For over a quarter of a century 
Daco has manufactured a com- 
plete line of filing supplies, 
forms, cards and guides for 
every office and industrial use. 
Competitive in price and quality, 
Daco supplies are regular busi- 
ness builders. 

Write Dept. G for information 
or quotations. 


DACO CARD & INDEX CO 


9 Federal Court . _ Boston, Mass. 
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A Profitable Year 


Pitney-Bowes, Inc., Stamford, Conn., postage ma, 
manufacturers, reported a net income of $1,015,216 or 94 
a share for the year ended March 3lst in its annual rp, 
recently mailed to 5,200 stockholders and 2,200 employe 
The net income is equal to 10 percent on total income a 
compares with $516,432 or 57 cents a share for last ye 
after tax credit and use of reconversion reserves. Operaty 
revenue was $9,906,940 compared with $7,227,724 last ye, 
and compared with a prewar high of $5,948,685 for the yed 
1941-1942. The earned surplus account was $2,001,698 co, 
pared with $1,511,921 a year ago. Assets were listed , 
$10,095,983. 

Walter H. Wheeler, Jr., president of the company, reveal 
that postage meters on rental had increased 27 percent gy 
ing the year, while U. S. metered mail revenues reached 4 
all-time high of $235,000,000, or 22 percent of all postage pad 
on U. S. mail. The figure broke revenue records for 4, 
27th consecutive year of the metered mail system whid 
Pitney-Bowes originated in 1920. 

Other highlights from the report: production volume y, 
doubled and worker productivity was returned to preway 
performance during the year; sales were increased 128 pe 
cent over the best prewar year, while prices were held; 
an average of only 12 percent above prewar. 

A detailed accounting of employee relations showed pe 
sonnel at a record high of 2,247, representing an 83 perce: 
increase in employment over 1941; an increase in the to: 
payroll from $2,066,000 to $6,958,000, a 237 percent increase}: 
the same period; and an increase in average employee incom 
of 84 percent. An accompanying chart reported a wag. 
profit relationship with nearly $7 in wages and other con. 
pensation to every $1 of profit. 

Reporting on the company’s suggestion system, 
Wheeler stated that 408 workers received $14,592 for 1, 
ideas and shortcuts that saved an estimated $88,063 in tin 
labor and materials. The average award, $58.84, is report 
to be the third highest in the country and the highest : 
the business machines industry. 


Curbed Nazi Espionage 


The Todd Co. recently revealed that the same pape: 
making and printing methods that create fraud-preventix 
checks for American business helped curb Nazi espiona 
during the war years in at least one South American cow: 
try. The Republic of Peru and the Todd company hat 
worked together since 1941 to stop infiltration of Nazi spi« 
refugees and funds into Peru. 

When Peru became a favorite way-station and dumpix 
ground for German agents and the funds with which the 
work, the Peruvian government asked the Todd company ft 
a positive means of identifying alien nationals. Evey 
authorized alien in Peru, as a result, now carries and ha 
carried throughout the war years an “internal passport” th 
has defied counterfeiting and forgery. It was designed a 
printed by the Todd company on the same safety paper 4 
are the millions of checks issued every week by thousané 
of American business firms. 

The identification booklet, or lack thereof, has land 
countless German agents in Peruvian jails, just as the samt 
check paper has terminated the careers of thousands « 
would-be check forgers in the United States. The Peruvit 
security system is no different in operation from that et 
ployed by countless other nations. Any alien unable to pre 
duce the required identification booklet is taken into custod 
The only difference is that not once have the Peruvian bool: 
lets been successfully forged or counterfeited. 


The paper on which the booklets are printed is known # 
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protod-Greenbac. Its surface design is an intricate dot 
pattern, created by a secret mathematical formula destroyed 
after the original plates were made, which disappears under 
ay type of erasure. Ink eradicator or other chemicals 
pring out hundreds of voids, impregnated in the surface, 


ay which in turn cannot be removed without destroying the 


paper. | 
Watermarked at the mill, the paper is controlled in every | 
sep of its production by the same methods employed in the | 
printing of U. S. currency. Blank paper is never shipped | 
from the Todd plant. Only finished checks or, in the case 
of the Peruvian shipments, finished booklets. Every waste | 
scrap of paper remaining after cutting processes is shredded | 


and destroyed. | 


Checklist on Personnel Publications 
The American Management Association, 330 West 42nd 
st, New York, has published a new checklist of significant 
AMA publications of interest to personnel administrators. 
Copies are available free of charge. 


Willett Identified Inaccurately 

In the report on NOMA’s 28th annual conference which 
appeared in our June issue, K. B. Willett, newly elected 
vice-president of the association, was erroneously reported 
as being vice-president of the Hardware Mutual Life Insur- 
ance Co. He is vice-president of the Hardware Mutual 
Casualty Co., Stevens Point, Wis. 


"Visible Line" Typewriter Patented 

An “errorless” typewriter, engineered and patented 
but not yet in production, has been announced by the Asso- 
ciated Development & Research Corporation, 150 Broadway, 
New York, through Robert S. Wallach, president of that com- 
pany. 


Projected “errorless" typewriter. 


Using the principle of printing an entire line simultan- 
eously, rather than letter by letter, as in the present-day 
typewriter, it is intended to eliminate the possibility of er- 
rors in typed matter. 

The Visible Line Typewriter, as it is named, has a standard 
keyboard and its operation is described as almost identical 
to that of the present type of mechanical or electrical type- 
writer. 

EHlectrically-driven, the typewriter does not type ‘imme- 
diately on the paper, as present typewriters do. Instead, as 
the typist hits the keys the characters she strikes appear in 
a line. If there are no errors in the line, she presses a but- 
ton which prints the whole line on the paper which is visible 
just above the keyboard. If an error occurs, the operator 
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WHERE DO YOU 
DRAW THE 

LINE IN 

PENCILS! ists 


want the very best? Do you look for the finest 
straight grained cedar and the smoothest lead? 
In short do you look for the KOH-I-NOOR pencil? 


Perfect uniform grading in every degree makes 


Where do you draw 
the line in the selec- 
tion of the material 
you work with! Are 
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KOH-I-NOOR the PREFERRED pencil for the ar- 


4 


| 

| + : eo 
| ‘The RIGHT pencil for the RIGHT job 

| 


KOH-I-NOOR PENCIL COMPANY. INC., BLOOMSBURY. NEW JERSEY 


~ OFFICE 
and HOME 


| ALL Metal—Completely 
adjustable and long life — 
Cantilever type spring for 
accuracy. Weighs up to 
12 oz. New air-mail rates. 
Colors: green, red, and 
ivory. Ideal for office and 
home. 


iscsi 


ACCURATE PARTS MANUFACTURING CO. 
CLEVELAND 6, OHIO 
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625 ideas to simplify, 
speed up, improve 
your OFFICE WORK 


Here’s a treasury of ideas, kinks, short- 
cuts and ingenious methods you can use 
to streamline every phase of your office 
routine. This manual contains the best of 
thousands of ideas contributed by mem- 
bers of the National Office Management 
Association. Every short-cut included has 
been found a practical device for saving 
time, money, or effort. Covers everyday 
office functions, large and small, every- 
thing from scientific tests for personnel 
selection, to helpful hints in typing and 
filing. 

Just Published 


Manual of Practical 
OFFICE SHORT CUTS ite ieee am 


Compiled from ideas sent in by members . 

of the National Office Management 

Association 

Here are short-cuts that have proved successful—in im- 
proving worker performance—in saving time—in boosting 
company profits. The book gives you: 
— 42 aids to better bookkeeping and accounting 
— 38 ways to simplify your payroll procedures 
— 26 ideas for speeding up your typing operations 
— 17 techniques for handling different personal problems 
... plus hundreds of other short-cut ideas covering filing, 
sorting, mailing, tabulating, billing, reports, requisitions, 
supplies, etc. 
Write for your copy of this handy, useful manual today. 
Address: 
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260 Fifth Ave. New York, N. Y. 


No. 1509 (illustrated) 


Capacity, 5 Ibs. by 
Ys yong Computes 
postage for air mail, 
first class mail an 
merchandise up to 
Ibs. Easy to use, simply 
place mail matter on 
the platform and 

inter automatically 
indicates the correct 
weight and res va of 

stage required. 
y en and durab 


SPECIFICATIONS 
Dial: ” diameter, glass 
al: 6724 Red and black 
es on white, red for 
postage, black for 
weight. 


SCALE CO. 


. 525 North Ada Street, Chicago 22, Illinois : ‘ 


presses another button which returns the carriage to i 
proper position and eliminates the mistyped character, Then 
she re-strikes the character and prints the line. 

No time is lost, the promoters of the line say, because pres. 
sure on the “print” button returns the carriage, and the Oper. 
ator sets up the next line while the previous one js printing 

Another advantage claimed for the projected new Office 
machine is a mechanism which allows the operator to justify 
lines without the necessity of first typing out the copy anj 
calculating the justification of each line. The same mechan. 
ism allows for centering of copy without counting the char- 
acters first, the company says. 

Because changes can be made without erasing, and several 
words deleted if desired, the possibility of direct dictation tp 
a rapid operator is offered, it is pointed out. 

Other details announced regarding the invention: 

Type may be easily removed and another style of type in- 
serted; the typewriter can accommodate not only different 
styles of type, but type ranging from 6 or 8 point up to 18 
point; a device automatically warns the operator how much 
space remains at the bottom of the page, allowing even bot- 
tom margins without marking or counting; the shift key 
operates without either raising the platen or lowering the 
type basket, to eliminate the misalignment of capitals. 


Again Available 

The Mayer Mfg. Corp., 3130-3140 West 5ist St., Chi- 
cago, has announced the resumption of production of its all- 
steel coin trays for wrapped coins. 

It is now presenting two all-steel coin trays which are 
suitable for storing, stacking, and carrying wrapped coins 
Every part, including the sturdy handles, is made of heavy 
steel and all parts are electrically welded. Finished in olive 
green enamel, they are especially convenient for transferring 
coins to and from the vault. 

One retails for $4.50 each and measures 1834 inches long, 
4 deep, and 5 high; it holds $12 in pennies, $50 in nickels, 
$150 in dimes, $150 in quarters, $240 in halves. The other 
retails for $7.50 each and measures 1914 inches long, 4 inches 
deep, and 10 high; it holds $27.50 in pennies, $100 in nickels, 
$300 in dimes, $360 in quarters, $280 in halves. 

The company is also presenting at this time nine styles 
of metal boxes for wrapped coins. These boxes are durably 
made of heavy steel and are finished in olive green enamel. 
They have the capacity printed on each end for rapid 
counting. They retail for 80 cents each and are available 
in the following capacities: $5 in pennies; $10 in pennies; 
$20 in nickels; $40 in nickels, $50 in dimes; $100 in dimes; 
$100 in quarters; $100 in halves; $100 in dollars. 

A very liberal dealer discount is offered. 


Information on Lamps 

A Miracle of Light is the title of a new folder on 
fluorescent lamps just issued by the Lustra Corp. of Amer- 
ica, 40 West 25th St., New York, describing the four classes 
of Daylight, 3500° white, soft-white and 4500° white Lustra 
fluorescent tubes respectively. Newest of the four is the 
4500° white Lustra tube combining the blue-white of day- 
light with the warmness and liveness of white light; provid- 
ing a proper balance of both for display and interior store 
illumination. 


Promoting Red Ball Line 
The Doren Mfg. Co., Inc., 5073 Broadway, Chicago, 


Lov 


calls attention to its Red Ball line of metal tables and stands. 
Typical of the all-purpose stands in the line is the 27-inch 
tall table, with a 17-by-28-inch top, which lists at $9.90. The 
table is built for eye appeal and long service. It has snag- 
proof and clatterproof features that give the worker added 
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comfort. The stand is shipped completely set up. 
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Office Workers 
Love the Original 


Plastic Type 


Because it's the mod— 
ern, efficient, completely 
thorough type cleaner! 

@fasily applied...just a gentle tap 
on the keys and presto...it's clean! 
eclean...does not stick to hands... 
odorless. ..will not soil clothing 
(no liquid to splash) 

@Inexpensive to use...longer lasting! 
gsold by stationers throughout the 
country...used by business firms 
throughout the world! 

gdsk your stationer...or write 


NORTA DISTRIBUTING CO. 


1123 Broadway New York 10, N. Y. 


Exclusive with Spencer, this “NO 
SPILL” dispenser is welcomed by 
offices and users everywhere. In 
% |b and 1 Ib sizes, it cuts waste, 
it’s convenient, sturdy and easy to 
use. Looks well 
Write for complete 


PENCER AUBBER PRODUCTS COMPANY 
Rubber Bandi — 


cONN 


information. 


heme ne stern 


on any desk. 
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STAINLESS STEEL FILE SIGNALS 


NEVER TARNISH 


Made of stainless spring steel, highly |. 
polished. Will not discolor paper. 
Easy to attach, relocate or remove, 
but always stay put. Very thin, add 
practically no bulk. Used as classi- 
fiers and reminders in files, indexes, 
ledgers, etc. 12 colors and a type for 
every modern system. 


OTHER PROFITABLE 
SPECIALTIES 


“Bull Dog” CLIPS => 
Tough spring steel clips for 
holding bunches of paper. 
cloth, samples, etc. Nickel 
plated. Five sizes. 


€—"Burro” PAPER CLIPS 
| Fasteners for letters, enclosures, 
ete. Of thin spring steel heavily 
— nickeled. Four sizes: 3 with 
om non-slip tongue, one without. 


(Circulars and prices on all above 
items on request.) 


No. 2V—The New 
Low Tab Signal 


Normal Tab 
Medium Window 


(Above) 
“Burro” INDEX TABS 


Detachable tabs for cards and 
ledgers. Patent tongue insures 
firm grip. Supplied with alpha- 
bets, names of months and num- 
bers 1-31; also with blank in- 
serts. 


THE H. C. COOK CO., . BEAVER STREET, ANSONIA, CONN. 
Every Cook Product Unconditionally Guarantc2 


ae. Inccmparalle ' 


— BRAND ERASERS & CLEANERS 


RUBBER ERASERS _ 
D Goodyear BRAND SOAP ERASERS 


The user of one brand will want the other. Varied sizes and 
styles to choose from—all in UNQUESTIONED QUALITY 


“ARTGUM” for 50 YEARS + “GOODYEAR” Since 1911 


THE ROSENTHAL CO. 


45 EAST 17th STREET, NEW YORK 3, N. Y. 
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quick-drying eee 
smudge-proof 


... you'll ANYHOW get sharp, 
clean impressions with this 
famous wood block Pad and 
remarkable ink! No lint, no 

goo. 100% fast-drying clarity 

despite muggiest weather! 


FULTON 
SPECIALTY CO. 


700 FIFTH AV..N. Y. 10.N.¥. 


FACTORY AT 
ELIZABETH 1. NJ. 


Every man his own 
TIMEKEEPER with a 


CINCINNATI TIME RECORDING SYSTEM 


Yes, each employee actually “keeps his own time” with 
a Cincinnati Time Recording System. There are no mis- 
understandings over tardiness, overtime, or total weekly time 
worked. Payroll calculation is speeded, government regula- 
tions are met, records are more complete when you have a 
Cincinnati Time Recording System installed in your business. 
We will be glad to call on you to discuss your time and 
payroll control needs. 


Write for Catalog OM 


- 7 


(1733 CENTRAL AVE, * 


THE CINCINNATI TAME RECORDER CO. 


° CINCINNATI 14. O. 
oe a” + s 
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Be Sure to Read About the 


NATIONAL 
BUSINESS 
SHOW 


in the September 
Number of 


OFFICE MANAGEMENT 
and EQUIPMENT 


The 39th National Business Show, at Grand Central 
Palace, New York, September 29th to October 4th, will 
exhibit and demonstrate modern methods and mechan- 
ical equipment to revitalize and modernize the busines 
office. 


With its various fcrums of participating organizations 
such as the New York Chapters of the “National Office 
Managers’ Association” and the “National Association 
of Cost Accountants,” this year’s event promises to hk 
outstanding in importance and attendance. 


The Special September 
Business Show Number .. . 


of OFFICE MANAGEMENT AND EQUIPMENT, with 
its advance information concerning the show, will bea 
welcome guide for the thousands of such executives— 
both those attending and those who cannot attend 
Watch for it! 


For Advertisers, Too! 


Because OFFICE MANAGEMENT AND EQUIPMENT 
is the only specialized magazine edited exclusively for 
and circulated to top office management executives, 
and because of its devotion to the needs of this great 
group of men with their powerful buying influence, 
this magazine and particularly this special September 
Business Show Issue recommends itself for your ad- 
vertising of office equipment and supplies. In addition 
te its regular monthly circulation of 8000, an extra 
1000 copies are being prepared for Show distribution. 


Reserve Space NOW. 


Forms close: for copy, Aug. 5; for plates, Aug. 10. 


; 


OFFICE MANAGEMENT 
and EQUIPMENT 
A Geyer Publication 


260 FIFTH AVE. NEW YORK 1, N. Y. 


Also Publishers of Geyer’s Topics, Who Makes It and Where, 
The Gift and Art Buyer, Sports Age, and Trade Directories. 
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BERNARD 


Ticket Punch 
Users say— 


“Beautifully balanced” 


LOOSE 
LEAF 


“Never tires the hand” 
“Cuts clean and neat” 
“So little effort required” 


And it’s BERNARD quality 
} through and through — the 
kind of dependable office tool that 
speeds work. 


For complete catalogue 
of BERNARD stationery tools address 


WM. SCHOLLHORN COMPANY 
3007 CHAPEL ST.. NEW HAVEN 9, CONN. 


USED BY 7 
amenica’s 4 
LEADING ™“ 
INDUSTRIES 


Soe 


ARMA NO-SLIP CLIPS 
ARMA SNAGPROOF 


ARMA GEM CLIPS 


me CCD) = 


ARMA TAG WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
GUARANTEED COUNT. ALSO 


1000 WIRES TO BUNDLE. 
HIGHEST QUALITY WIRE. 


CUT TO SPECIAL LENGTHS. 


Consult your jobber—or write to us. 


—————— 


for accountants, architects and other itinerant 
users .. . and for occasional users because the 
last drop is fresh as the first . . . Grippit for 
everybody who wants the finest non-staining, 
non-wrinkling paper cement money can buy. 30¢. 


Western States: R. L. Smith, 604 Mission St., San Francisco 5 
Canada: McFARLANE SON & HODGSON (LTD), Montreal 


HARRIMAN-WELTS, INC., HAVERHILL, MASS. 


| Write 


OFFICE MANAGEMENT AND EQUIPMENT 


PITTSBURGH CUT WIRE CO. 


Pittsburgh (12) Pa. 


1112-20 Galveston Ave. 


TEL-E-DEX 
i The 


Z AUTOMATIC INDEX PAD 


e EFFICIENT 

e CONVENIENT 
e HANDSOME 

e ECONOMICAL 


TODAY 
for further details. 


THE Automatic Index Pad with the POP UP Pencil Holder... 
Finger Tip Control . . . In six decorative colors for the modern 
home and office. 


HYCOE INDUSTRIES, inc. 


2320 Ogden Avenue + = Chicago 8, Illinois 
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V8008 Drafting Table 


42" x 72" TOP 


e 5 Ply Board 
e Oak Uprights 
e Oak Footrest 


e Telescoping 
Tilting Device 


Ready for Immediate Shipment 


ENGINEERING MANUFACTURING COMPANY 


329 No. Commerce St. Sheboygan, Wis. 


Producers of Fine Drafting Equipment 


WHEN IT COMES 
TO WRITING... 


Come to 


SHEAFFER'S 


FOLDING CHAIRS 


Many Styles — Wood or Steel 


Also non-folding chairs, tablet 
armchairs, folding tables. 
PROMPT SHIPMENT 

FROM STOCK Z 


Specify Requirements 
When Inquiring 


ADIRONDACK 
CHAIR CO. 


Dept. 1 


1140 Broadway 
New York 1, N. Y. 


92 


WANT-AD OPPORT 


Rates are 10c a word. Minimum charge $2.00, p 
in advance. Address replies to all Box Number 


OFFICE MANAGEMENT & EQUIPMENT, 260 Fitts 


Employment Service 


SALARIED POSITIONS—$2,500-$25,000. This personal sem 
37 years’ recognized standing negotiates for supervisory, technic 
executive positions of caliber indicated. Procedure individualigg 
your requirements. Modest fee protected by refund provision, 
covered and present position protected. Write for details R 
BIXBY, INC.. 292 Dun Bldg., Buffalo 2, New York. 7 
EXECUTIVE SECRETARY would like a job where she will be 
busy and interested. Fifteen years’ experience. College 
Shorthand dictation very fast. Statistical background. Boy 
OFFICE MANAGEMENT AND EQUIPMENT, 260 Fifth Ave., Newy 
SALESMAN, part time or side line, to sell nationally adr 
photo copying equipment (together with your other lines) to 
banks, and all other industries. Commission only. GENERAL 


DUCTS CO., Chatham, New Jersey. 


Lines Wanted 


MANUFACTURERS REPRESENTATIVES WANTED: We have oq 
key territories now open throughout United States—old line mang 
turers of high quality and distinctive line.—Office, Hotel anq Insq 
tional furniture. Now accepting applications for protected territa 
We pay on commission basis—tenth each month—furnish Dhotogrg 
—all necessary sales data.—Only men with selling background jp 
business who can produce will be considered.—In your Tenly 
age, furnish references, items you are now selling. Box 2462, Hig 
N. C. 


CALCUTTA, INDIA—Well established firm desires: renresentation 
Calentta for the Manufacturers and Sole Exporters of Papers — 
varieties. Paperboards, Fountain Pens, Printing Inks, Steel Office Py 
ture, Pencils and other Stationery Goods. References: Guarantee ty 
Company of New York. Broadway. New York and Chartered Bank 
India. Australia & China. New York. N. Y. Please write with 
details to THE RELIANCE COMMERCIAL AGENCY, 92 Ham 
Road, Caleutta. India. 

AM INTERESTED in agency for office machines. Write Fac, 
Boulevard de Waterloo. Bruxelles. Belgium. 

WE ARE INTERESTED in general agency for office machines 4 
Switzerland, Hungerbuhler & Co., 32 Gartenstrasse, Zurich 2, Swity 
land. Telegram address: Presentant. Zurich. 


Patent Attorney 


PATENT ATTORNEY secures patents. trade marks, copsricht: cl 
cend me rour sketch or model. confidential advice: literature. 2 
POLACHEK. 1234 Broadway. New York, N. Y. 


THE MAJESTIC 
SECTIONAL 
BINDERS 


Canvas with 
tion Leather C 


CONSTRUCTION: 
shaped steel tubing. Hight 
polished Nickel Steel ed 
caps. 


BINDING: Finest gratq 
Blue Slate or Brown Canvas 
with Black Imitation Let} 


All standard stock sizes avail- 
able for immediate delivery. 
Write ices. er corners, Medium weigtt 

a oP oe binder boards with rounded 


MAJESTIC poet >. 
LOOSE LEAF INC. § [fossitt 4 


vide 2-inch capacity. 


19-29 Rockwell Place, B'klyn, N. Y. METAL HINGES. 
Y =: GENERAL 
¥ a , ’ 
as A 
28 =. GENER 
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after Twenty-five Years 

William Jarchow, purchasing agent for H. H. West 
Co, 628 North Water St. Milwaukee, recently celebrated 
,is 25th anniversary with that company. Mr. Jarchow 
- «ned the company as assistant purchasing agent and short- 
ly after that took over al! purchasing activities. 
Mr. Jarchow is a member of the stationers committee of 
the Milwaukee Purchasing Agents Association and is a 
member of Milwaukee Rotary International. 


~# a New Self-Adhesive Label 

The J. L. May Co., 111 West 19th St., New York, has 
I announced a new self-adhesive label, the Maco Contact, 
| which requires nc moistening. The labels are available in 
ten stock sizes and shapes on white stocks, are die-cut and 
mounted in multiple, uniform rows on glassine sheets, and 
are packed 1,000 labels to the box. 

They can be marked by pen or pencil, rubber stamp, or 
typewriter and can be made-to-order for marking machines. 
or! According to the company they adhere instantly to almost 
any clean, dry, smooth surfaces, are removable without 
marring surfaces, and are not affected by humidity or tem- 
perature. 


Now Available 

The Imperial Leather Furniture Co., 375 Lexington 
Ave. New York, has announced a line of furniture, includ- 
ing armchairs, swivel chairs, sofas, for office and home. 
These pieces are available for immediate delivery in leather 
or in Blanchard Deco-Plastic. 


New Label Catalogue 

A new approach to label advertising is featured in 
Tools of Business, the first full-size label catalogue issued by 
| the Ever Ready Label Corp., 141 East 25th St., New York, 


STIC since pre-war days. A wide range of “Tested-by-Experi- 

AL PQ@ ence” label designs for shipping, packaging, advertising and 

ERS other uses appears in this compilation and the source was 
the company’s file of orders for some 32 years back. 

with “For the first time,” said Sidney Hollaender, Ever Ready’s 

her Co president and founder, “a collection of labels of proven 

CTION:~0 practicability has been assembled in one book. The variety 

rey of items illustrated represents, not our recommendations, 
but labels approved, selected and bought by large and small 

Finest grat businesses through the years, from coast to coast.” 

nitation ' The catalogue is designed for use by the prospective 

— “#] ~label buyer with limited knowledge of label production, de- 
sign, paper and costs. 

sections pr 

capacity. 


Honored by Navy 

A citation for outstanding performance has been 
awarded Edward A. O’Rorke by Vice-Admiral G. F. Hussey, 
Jr., chief of the navy bureau of ordnance. The commenda- 
tion was based on O’Rorke’s service as chief of the manage- 
Ment engineering unit and assistant to the director of the 
administrative division of the bureau of ordnance with the 
rank of lieutenant-commander. Mr. Rorke, who is 
Chicago factory superintendant for Uarco Inc., Chicago, 
Manufacturer of continuous business forms and systems, 
." with the navy from December 1942 to December 


The company has just published a brochure entitled “For 
Faster, Better Tabulator Operations” which shows the va- 
Hous uses of continuous forms with tabulating machine 
€quipment, particularly for invoice combinations, inventory 
control, payroll applications, sales records, production con- 
trol, cost control, purchasing control and personnel records. 

A free copy of the brochure is available from the systems 

ent of the company. 
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Visible Record 


Any Record Easy 50 9 — 
Sal Quick 
Es “acs sQas 
Credi ta 
Cost . noes Time Complete 


OFFICE MANAGEMENT AND EQUIPMENT 


Use Handifax Cards only. Join together. File 
sheets of Cards on edge in correspondence 
folders. Visible Facts Inspire Profitable Acts. 
Use half-inch Visible Margin for Indexing—Color 
Signaling—Visible Tabulation of vital informa- 
tion. Ten years national use. 500 Cards one 
side Blank, one side Ruled: 6x4 in., $3.45; 8x4 
in., $4.40; 10x4 in., $5.30.. Order now. Send no 
money. Satisfaction Guaranteed. 


Write for Catalog. 


ROSS-GOULD CO. 
ST. LOUIS 


311 N. Tenth St. (1) 


Sy-55 


Oi 
. reo sTaeeT 
NEW YORK.N Y 


| Available for immediate delivery! | 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


The New BOSTON 


Ranger 


The Pencil Sharpener For Today's 
and Tomorrow's Needs . . . 
All Modern Features — 
Rugged Construction, 


Beautiful design and Ap- 
pearance, 


BOSTON 


MRR PENCIL SHARPENER 
Speedball Pens Hunt Pens 
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Now. ee 


Intercom 


vooand Kadio 


combined 


Above: Executive Station. 
Right: Sub-station. 


Radio Utiliphone 


5-Station Inforcom System 


* Enjoy the convenience of executive-type 
intercommunication plus the advantages of 
radio —all combined in one handsome, com- 
pact instrument. Brings to your office the 
latest news, market reports, and scores of 
radio features ... as well as instant contact 
with key men... at the touch of a control. 
Executive station and 4 sub-stations pro- 
vide immediate communication between 5 
points in your organization Beautiful wal- 
nut cabinets harmonize with any surround- 
ings. Powerful radio, with full broadcast 
band coverage, and high amplification in- 
tercom system operate on AC or DC. Easy 
to use... easy to install... nothing else 
like it! Mail coupon for full information 
and name of nearest dealer. 


—————— SS 


ELECTRONIC LABORATORIES, INC. 
120 West New York St., Indianapolis 4, Ind. 


Rush details on Radio Utiliphone, and dealer's name. 


Street Address. 


| 
| 
| 
Name. 
| 
| 
i 
| City State 
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| INDEX TO ADVERTISERS 


Acco Products, Inc... ....... 86 
Accurate Parts Mfg. Co...... 87 
Ace Fastener Corp....... . 
Adirondack Chair Co... ..... 92 


All-Steel Equipment, Inc., 


2nd cover 
Aluminum Cooking Utensil Co. 25 


American Hair & Felt Co..... 75 
Art Steel Sales Corp... .. 27 
Autocopy, Inc............... 6 
Barkley & Co., C.L..... 80 
Black Company, Franklin. ... 82 
Bonnar-Vawter, Inc...... . 85 
Browne: Morse Company..... 71 


Brush Development Co., The. 3 


Cardinal Sales, Inc... . . . . $85 
Cincinnati Time Recorder Co. 90 
Clarotype Co., Inc., The...... 84 


Codo Mfg. Corp.......... . & 
Cole Steel Equipment Co., Inc. 
19, 20, 21, 22 


Cook Company, H. C........ 89 
Copy Papers, Inc... .... . . 68 
Copy Right Mfg. Corp....... 77 
Corry-Jamestown Mfg. Corp... 4 
C-Thru Ruler Company...... 78 
Daco Card & Index Co....... 86 
Diebold, Inc... ........ 5 


Elbe File & Binder Co., Inc... 85 
Electronic Laboratories, Inc... 94 


Engineering Mfg. Company... £2 
Esterbrook Pen Co., The... .. 23 
Eureka Specialty Prtg. Co.... 83 
Evans Specialty Co., Inc. .... 74 
Faber Pencil Co., Eberhard... 28 
Federbush Co., Inc., The..... 24 
Feldco Loose Leaf Corp...... 14 
Fulton Specialty Company.... 88 
General Fireproofing Co...... 18 
General Pencil Company. .... 92 
Globe-Wernicke Company... . 67 
Hanson Scale Company...... 88 
Harriman-Welts, Inc......... 91 


Heyer Corp., The Za 
Hunt Pen Co., C. Howard. . 7 
Hycoe Industries, Inc... 


Invincible Metal Furniture Cg, 


Kee Lox Mfg. Co.. 
Koh-I-Noor Pencil Co 


Majestic Looseleaf Co. ..... 
Manifold Supplies Co. ..... 
Maso Steel Products... ...._- 
Mittag & Volger, Inc. ..... 


National Pencil Co... ..... 
Norta Distributing Ce... .... 
Nu-Craft Products Co... ., 


Office Management 
and Equipment......... 


Old Town Ribbon & Carbo 


2 eee 


Parker Pen Company........§ 
Pittsburgh Cut Wire Co 


Remington Rand, Inc...... 16, 
Rosenthal Company, The 
Ross-Gould Company... ..... 


Schollhorn, William... ......, 
Seng Company............8 
Sengbusch Self-Closing Ink 

CO a 
Sheaffer Pen Co., W. A....... 
Sheppard Company, C. E....4 
Speed-O-Print Corp... . 3rd eg 
Spencer Rubber Products Co., 
Staedtler, Inc.. J.S..........8 
Stewart & Co., Inc., R. A..... iim 
Sturgis Posture Chair Co .... 777 


Underwood Corp... .. . .4theo 

Universal Office Equipment 
Co. 

Wash Company, Inc......... 77 

Watts Co., Inc., Alfred Allen. 3 

Write. Inc... a 


Yawman & Erbe Mfg. Co, 
eee Se 


New York office. 


260 Fifth Avenue 


SEPTEMBER ISSUE 
Closing Date 
August 5th 


Please prepare your copy now and 
send complete instructions to our 


OFFICE MANAGEMENT & EQUIPMENT 


New York 1, N. Y. 
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July, 199% 
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SPEED-0-SCOPE 
Four adjustable legs tilt se 


inch working surface to accommodate 
duplicator, impression paper and 


ee ‘ - 


ECONOMY SPEED-0-SCOPE 


PEED-0-PRIN 
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THE GREATEST UNDERWOOD ‘ hen 
THAT ENGINEERING SCIENCE 
HAS YET PRODUCED! 


For more than fifty years Underwood has been known as Typewriter 
Leader of the World... 


The very first typewriter to give secretaries a front stroke visible 
writing machine, shift key locks, keyboard right-margin release key 
and many other operating conveniences. 


The only typewriter to give you easy-set front margin stops 
and a time-saving centering scale. 


The very last word in typing ease . . . with smooth, speedy and 
rhythmic key action, and other operating advantages to make your 
typing more pleasant . . . and to help you get finished on time. 


Underwood continues to lead the field . . . and brings you Rhythm 
Touch for typing thrill; an open door for new speed and accuracy. 


You'll find Rhythm Touch a wonderful help in your typing. 
Your fingers will ripple happily over the perfectly balanced 
keyboard, making it easy to increase your speed. 


Lucky the girl who has a new Underwood. Lucky you, when you get one, 
too. Why not talk to your boss about ordering a new Underwood 
with Rhythm Touch? Ask him... now! 


Your nearby Underwood office 
demonstrate this new Underwood 
pleasure . . . and sell it with pride. 


Typewriters ... Adding Machines... 
ing Machines . . . Carbon Paper... 
and other Supplies. 
ONE PARK AVENUE NEW YORK 16,N.% 
Underwood Limited, 135 Victoria St, 
Toronto 1, Canada 


Sales and Service Everywhere 


Copyright 1947, Underwood Corporation 


... TYPEWRITER LEADER OF THE WORE 
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